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I  Customer  Support 


WordPerfect  is  backed  up  by  a  customer  support 
system  designed  to  offer  you  fast,  courteous  service. 
If  you  need  assistance  beyond  what  the  manual,  Help 
key,  and  your  dealer  can  provide,  follow  these  steps; 

•  Try  to  duplicate  the  problem,  keystroke  by 
keystroke,  to  see  exactly  what  was  done. 

•  Be  at  the  computer  and  call  customer  support. 

Before  you  send  the  customer  registration  card,  copy 
the  license  number  from  the  card  onto  your  diskettes 
for  iieference  in  case  the  number  is  requested  by 
customer  support. 

If  you  are  within  the  continental  United  States  or 
Hawaii,  toll-free  support  is  available  by  dialing: 

(800)  321-5906 

If  you  are  in  an  area  where  the  phone  system  does  not 
handle  toll-free  numbers,  you  can  access  customer 
support  by  dialing  (801)  226-6800. 

You  will  be  charged  by  the  phone  company  for  the 
call  if  you  decide  to  use  the  801  number. 

Once  you  dial  the  support  number,  an  "Automated 
Attendant"  helps  you  to  reach  the  support  group  you 
need  by  providing  one  or  two  additional  numbers  to 
dial.  If  your  question  does  not  fall  under  any  of  the 
categories  listed  by  the  Automated  Attendant,  simply 
stay  on  the  line  after  listening  to  the  message  and  an 
operator  will  be  with  you  shortly. 

The  customer  support  department  takes  calls  from 
7:00am  to  6:00pm  Mountain  Time  for  IBM  personal 
computers  and  compatibles.  For  all  other  computers, 
support  hours  are  from  8:00am  to  5:00pm. 


i  WordPerfect  Software 


WordPerfect  is  also  available  for  the  IBM  PC, 
Personal  System/2  (and  most  compatibles),  Data 
General,  VAX,  Amiga,  Apple  Ile/IIc,  Atari  ST,  and 
Macintosh  computers.*  Contact  your  local 
WordPerfect  dealer  for  more  information. 

*Versions  of  WordPerfect  are  also  available  in  selected 
foreign  languages.  Contact  an  authorized  international 
affiliate  for  more  information. 
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Your  approach  to  this  manual  depends  on  what  you 
want  to  do  and  how  much  you  aheady  know.  If  you 
are  instalUng  WordPerfect  on  your  computer  for  the 
first  time,  read  the  Installation  section  first.  If  you  are 
new  to  word  processing,  spend  some  time  with  the 
lessons  in  the  Learning  section,  then  move  on  to  the 
Reference  section  to  learn  about  the  features.  If  you 
are  familiar  with  word  processing,  thumb  through  the 
lessons  and  use  the  Reference  section  to  learn  about 
each  feature. 

The  following  list  gives  a  brief  description  of  each 
section  in  the  manual. 

Acquaints  you  with  WordPerfect.  After  a  brief 
introduction,  the  main  ideas  behind  WordPerfect  are 
discussed. 

Contains  lessons  which  take  you  step-by-step  through 
various  word  processing  tasks. 

Includes  information  about  each  WordPerfect  feature 
and  how  it  is  used. 

Takes  you  through  installing  WordPerfect  on  your 
computer,  initializing  and  copying  diskettes,  and 
selecting  your  printers. 

Contains  additional  infoimation  regarding  printer 
definitions,  RAM  drive,  and  ProDOS. 

Includes  a  glossary  for  those  who  are  new  to 
computers  and  a  complete  index. 


Manual  Conventions 


You  should  be  familiar  with  basic  Apple  IIos  mouse 
functions  such  as  clicking,  dragging,  and  choosing  a 
feature  from  a  menu.  If  you  are  not,  refer  to  your 
Apple  IIgs  owner's  manual  for  information. 

These  words  have  specific  meanings  in  this  manual 
and  are  used  throughout  the  lessons  and  reference 
material: 

Block  Highlight  a  block  of  text.  Position  the  mouse  arrow 

where  you  want  the  block  to  begin,  press  and  hold  the 
mouse  button,  drag  the  mouse  arrow  to  the  end  of  the 
block,  then  release  the  mouse  button, 

or 

Position  the  cursor  where  you  want  the  block  to 
begin,  choose  Block  from  the  Help  feature  (on  the 
Apple  menu),  then  use  the  Arrow  keys  to  move  to  the 
end  of  the  block. 

Enter  Type  the  bolded  characters  following  this  command, 

then  press  Return. 

Move  Move  the  cursor  to  the  specified  position.  You  can 

either  position  the  mouse  arrow  on  the  specified 
position  and  click  the  mouse  button,  or  press  the 
arrow  keys  (by  themselves,  or  in  combination  with 
other  cursor  keys). 

Type  Type  the  bolded  characters  following  this  command. 

When  you  are  given  keystrokes  to  press,  the  keys  may 
appear  by  themselves  or  in  parentheses  with  another 
key.  If  you  see  two  keys  separated  by  a  dash,  hold 
down  the  first  key  while  striking  the  second. 


(Control-b)  Hold  down  Control,  then  press  b. 


Getting  Started 


) 


) 
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Before  You  Start 


Make  sure  that  WordPerfect  has  been  installed 
properly  and  you  have  the  right  materials  before  you 
start. 


Installation 


Materials 


If  you  are  installing  WordPerfect  yourself  for  the  first 
time,  you  should  read  the  Installation  section  first. 
Step-by-step  instructions  for  installing  WordPerfect 
on  your  computer,  initializing  and  duplicating 
diskettes,  and  selecting  printers  are  included. 

Take  a  moment  to  see  if  you  have  the  materials  you 
need  to  get  started.  These  include  the  AVordPerfect, 
/Utilities,  and  /Word.Lists  diskettes  and  the  Quick 
Reference  card. 
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Start  WordPerfect 


Once  WordPerfect  has  been  installed  on  your 
computer  and  you  have  the  correct  materials  at  hand, 
you  are  ready  to  start. 

Keep  the  original  copies  of  the  WordPerfect  diskettes 
in  a  safe  place  and  use  the  working  copies  of  the 
original  diskettes  (see  the  Installation  section  if  you 
have  not  copied  your  diskettes). 

One  or  Two  Disk  To  start  WordPerfect  on  a  computer  with  one  disk 

Drives  drive,  insert  the  /WordPerfect  diskette  into  the  drive 

(if  you  have  two  disk  drives,  the  drive  connected 
directly  to  the  computer),  and  turn  on  the  computer. 


When  you  first  start  WordPerfect,  a  macro  named 
STARTMAC  displays  a  screenful  of  information,  by  ) 
retrieving  a  document  named  READ.ME.  Read 
through  the  information  on  the  screen,  then  follow  the 
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steps  below  to  have  WordPerfect  start  with  a  clean 
screen  rather  than  with  STARTMAC  after  the  first 
time. 

1  Choose  Close  from  the  File  menu,  then  click  on 
No  twice  to  clear  the  screen. 

2  Choose  Defaults  from  the  File  menu. 

3  Click  on  the  "Execute  STARTMAC  on  Startup" 
box  to  remove  the  "x"  from  the  box. 

4  Click  on  OK  to  confirm  the  decision  not  to  have 
STARTMAC  executed  each  time  you  start 
WordPerfect. 

You  are  now  ready  to  start  typing. 

Hard  Disk  To  start  WordPerfect  on  a  computer  with  a  hard  disk 

drive,  boot  your  machine,  then  run  the  WP.SYS16 
program. 

When  you  first  start  WordPerfect,  a  macro  named 
STARTMAC  displays  a  screenful  of  information  by 
retrieving  a  document  named  READ.  ME.  Read 
through  the  information  on  the  screen,  then  follow  the 
steps  below  to  have  WordPerfect  start  with  a  clean 
screen  rather  than  with  STARTMAC  after  the  first 
time. 

1  Choose  Close  from  the  File  menu,  then  click  on 
No  twice  to  clear  the  screen. 

2  Choose  Defaults  from  the  File  menu. 

3  Click  on  the  "Execute  STARTMAC  on  Startup" 
box  to  remove  the  "x"  from  the  box. 

4  Click  on  OK  to  confirm  the  decision  not  to  have 
STARTMAC  executed  each  time  you  start 
WordPerfect. 

You  are  now  ready  to  start  typing. 
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I  Clear  Window 


Starting  WordPerfect  is  like  rolling  a  clean  sheet  of 
paper  into  a  typewriter  with  margins  and  spacing 
already  set.  (See  Formatting  in  the  Reference  section 
for  a  complete  list  of  initial  format  settings). 


Close  Box       Cursor      Title  Bar       Zoom  Box 


Status  Line    Mouse  Arrow       Scroll  Bar      Size  Box 


The  mouse  arrow  is  controlled  by  the  mouse.  When 
you  move  the  mouse,  the  mouse  arrow  moves  in  a 
corresponding  way  on  the  screen. 

The  close  box  (located  on  the  left  end  of  the  title  bar)' 
is  used  to  quickly  exit  a  WordPerfect  document. 
Clicking  on  the  close  box  performs  the  same  function 
as  choosing  the  WordPerfect  Close  feature  (see  Close 
in  the  Reference  section  for  more  details). 

The  solid  rectangle  or  cursor  points  like  a  finger  to 
where  you  are  on  the  screen.  The  status  line  at  the 
bottom  of  the  screen  tells  you  the  exact  location  of  the 
cursor  at  all  times. 


Scroll  Bar 


Size  Box 


Status  Line 
Title  Bar 


The  scroll  bar  runs  along  the  right  side  of  the  window; 
it  represents  the  entire  length  of  a  document.  Inside 
the  scroll  bar  is  the  scroll  box  (sometimes  called  the 
"thumb")  which  corresponds  to  the  area  of  the 
document  visible  on  the  screen.  Dragging  the  scroll 
box  up  or  down  the  scroll  bar  moves  you  to  a  desired 
area  in  your  document  (see  Scroll  Boxes  in  the 
Reference  section  for  more  details). 

The  size  box  (located  in  the  lower  right-hand  corner 
of  the  window)  is  used  to  re-size  the  window. 
Position  the  mouse  arrow  in  the  size  box  and  drag  the 
window  outline  up  and  to  the  left.  When  you  release 
the  mouse  button,  the  window  will  conform  to  its  new 
boundaries. 

Along  with  the  cursor  position,  this  line  also  displays 
messages  and  information  from  WordPerfect. 

In  WordPerfect,  the  title  bar  shows  the  filename  of  the 
document  in  the  window.  When  you  first  start 
WordPerfect,  the  filename  says  "Untitled." 

The  title  bar  can  also  be  used  to  move  re-sized 
documents.  To  move  a  re-sized  document,  position 
the  mouse  arrow  on  the  title  bar  and  drag  the  outline 
of  the  document  window  to  a  desired  location. 


Zoom  Box 


Clicking  on  the  zoom  box  (located  on  the  right  end  of 
title  bar)  with  the  mouse  returns  re-sized  documents 
back  to  their  orignal  size. 
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Formats 


Upon  entering  WordPerfect,  you  can  start  typing. 
Screen  formatting  and  paging  are  automatic.  Initial 
formats  (margins,  tabs,  pitch,  etc.)  liave  already  been 
set  and  can  be  changed  at  any  time  and  as  often  as 
you  like  throughout  a  document. 


Margins  =  10  left,  74  right 
Spacing  =  single 
Tabs  =  every  5  spaces 
Pitch  =  10 


54  text  lines 
(6  lines  per  inch) 


1"  margins  on  sides,  top,  and  bottom 


66  form  lines 
(6  lines  per  inch) 


Document-Oriented        WordPerfect  is  document-oriented,  which  means  that 

such  features  as  page  numbering  and  headers  need 
only  be  entered  once  in  a  document.  Margins, 
spacing,  and  other  format  changes  are  entered  at  the 
cursor  and  are  in  effect  from  that  point  forward  or 
until  another  setting  is  entered. 
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WordPerfect  Features 


WordPerfect  has  over  1 1 0  word  processing  features. 
In  addition  to  a  115,000-word  Speller  and  an 
outstanding  Thesaurus,  WordPerfect  offers  footnotes, 
mail-merge,  macros  and  dozens  of  other  formatting 
features  which  make  word  processing  fast  and  easy. 

Choosing  Features         Designed  to  take  advantage  of  Apple  Has  capabilities, 

WordPerfect  lets  you  choose  features  with  either  the 
keyboard  or  the  mouse. 

Mouse  selection  is  done  by  choosing  a  feature  from 
one  of  the  pull-down  menus  that  are  located  at  the  top 
of  the  window.  Some  features  (those  not  followed  on 
the  menu  by  ... )  go  into  effect  immediately  after  you 
choose  them,  others  (those  followed  on  the  menu  by 
...  )  will  present  a  dialogue  which  will  require  you  to 
provide  information  for  that  particular  feature. 

Keyboard  selection  is  done  with  WordPerfect's  Help 
feature.  The  Help  feature  contains  an  alphabetical  list 
of  WordPerfect's  features.  With  the  Help  feature,  you 
can  choose  features  with  the  Feature  Search  or 
Keyboard  Equivalents. 

To  use  the  Feature  Search,  hold  down  Control,  then 
press  the  first  letter  of  a  feature  name.  When  you  type 
the  first  letter  of  the  feature  name,  the  Help  feature 
appears  on  your  screen  with  the  cursor  (a  reverse- 
video  bar)  on  the  first  feature  that  begins  with  that 
letter. 

To  choose  a  feature  on  the  list,  release  Control, 
continue  typing  the  letters  of  the  feature  name  (or  use 
the  Cursor  Control  keys)  until  you  move  the  cursor  to 
the  desired  feature,  then  press  Return. 

For  example,  hold  down  Control,  then  press  b 
(Control-b)  to  reveal  all  of  the  features  beginning  with 
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"b."  Release  Control  and  press  o  to  highlight  the 
Bold  feature  (Control-b,  o).  Press  Return  to  choose 
Bold. 


The  Feature  Search  appears  at  the  bottom  of  the  Help 
feature  and  lets  you  knoM>  what  letters  have  been  typed  in 
the  search  for  the  feature . 

|#  File  edit  Siarch  Print  Lirie  Page  Stills  Footiwtj  Special  | 


When  choosing  a  feature  whose  first  word  or  words 
are  identical  to  the  features  below  it  (e.g.,  Page  Down, 
Page  Format,  Suppress,  Page  Length...),  hold  down 
Control,  then  press  a  letter  {Conlvol-letter)  to  move 
the  cursor  to  the  words  beginning  with  that  letter. 
Next,  release  Control,  then  press  the  Space  Bar  to  fill 
out  the  rest  of  the  word  on  the  Feature  Search. 
Finally,  type  another  letter  to  move  to  the  features 
whose  second  word  begins  with  that  letter. 

For  example,  if  you  want  to  select  Page  Length,  hold 

down  Control,  then  press  p  (Control-p)  to  move  to 

the  features  beginning  with  "p."  Release  Control,  ) 

then  press  the  Space  Bar  to  fill  out  the  word  "page" 

on  the  Feature  Search.  Finally,  press  I  to  move  to 

Page  Length,  then  press  Return  to  choose  the  feature. 


Feature  Search 


10  WORDPERFECT  FEATURES 


To  choose  a  feature  with  the  keyboard  without 
bringing  the  Help  feature  to  the  screen,  execute  a 
Keyboard  Equivalent.  WordPerfect  comes  with 
several  preassigned  Keyboard  Equivalents  (which  are 
listed  in  the  Quick  Reference),  however,  you  can 
assign  or  reassign  Keyboard  Equivalents  as  often  as 
you  like.  With  WordPerfect's  Keyboard  Equivalents, 
you  can  speed  up  the  time  it  takes  to  choose  a  feature. 
For  information  on  assigning  and  executing  Keyboard 
Equivalents,  see  Keyboard  Equivalents  in  the 
Reference  section. 
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7  keys  to  know 


Even  if  you  are  strictly  a  mouse  user,  you  sliould 
become  familiar  with  the  following  keys  and  the 
functions  they  perform. 


Clear  is  used  to  back  out  of  the  Help  feature  or 
features  that  display  a  dialogue.  For  example,  the 
Spacing,  Tab  Set,  and  Printer  Control  dialogues  can 
all  be  canceled  by  pressing  this  key. 

Control  can  be  used  with  letter  keys  to  bring  the  Help 
feature  to  the  screen.  Press  the  first  letter  of  a  desired 
feature  while  holding  down  Control  to  reveal  all  of  the 
features  beginning  with  that  letter. 

The  cursor  is  represented  on  the  screen  as  a  solid 
rectangle.  The  arrow  and  Number  Pad  keys  (unless 
Number  Lock  is  on)  move  the  cursor  through  the  text 
on  your  screen  (see  Cursor  Movement  in  the 
Reference  section  for  more  details). 


Delete 
Esc 

Return 
Tab 


Delete  removes  text  to  the  left  of  the  cursor.  The 
Number  Pad  ,  (period)  key  deletes  text  on  which  the 
cursor  lies  (unless  Number  Lock  is  on). 

Esc  (Escape)  performs  the  same  functions  as  Clear 
(see  Clear  above). 

Return  is  used  in  WordPerfect  to  end  a  paragraph  or 
short  line  or  to  send  a  command  to  the  computer.  For 
example,  pressing  Return  after  highlighting  a  feature 
on  the  Help  feature  chooses  the  highlighted  feature. 

Tab  can  be  used  to  move  the  cursor  in  dialogue  fields. 

For  example,  in  the  Font  and  Pitch  dialogue,  the 
cursor  is  originally  in  the  "Font"  box.  Press  Tab  to 
move  the  cursor  to  the  "Pitch"  box. 


it  File  Edit  Search  Print  Line  Page  Stale  Foatnote  Special 


Untitieil 


Set  Pitch/Font: 

Fcnt  nn 
Pitch  rm 


□  Proportional 


Doc  1  Ps  1  Lit  1  Pos : 
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Typing 


Word  Wrap  One  of  the  differences  between  a  typewriter  and 

WordPerfect  is  word  wrap.  WordPerfect 
automatically  wraps  the  cursor  at  the  end  of  the  line. 
Do  not  press  Return  until  you  reach  the  end  of  a 
paragraph  or  short  line  of  text. 

Insert  vs.  Typeover         WordPerfect  uses  the  insert  mode  as  the  default  form 

of  editing.  This  means  that  when  you  move  the 
cursor  into  existing  text  and  begin  typing,  text  is 
inserted  at  the  cursor.  The  alternative  is  to  type  over 
the  existing  text.  Pressing  the  Number  Pad  0  (zero) 
key  (unless  Number  Lock  is  on)  or  choosing 
Typeover  from  the  Edit  menu  changes  WordPerfect  to 
the  typeover  mode.  To  return  WordPerfect  to  the 
insert  mode,  press  the  Number  Pad  0  key  or  choose 
Typeover  again. 

R.S.V.P.'s  As  you  type  and  use  features,  WordPerfect  sometimes 

asks  you  to  confirm  a  request.  The  question,  which  j 
can  be  answered  with  yes  or  no,  always  gives  you  a 
default  reply. 

For  example,  when  you  choose  Close,  WordPerfect 
asks  you  "Save  Document  #1?"  and  gives  you  three 
boxes  to  choose  from:  Yes,  No,  and  Cancel.  The 
button  surrounded  by  two  lines  (Yes  in  this  example) 
is  the  default  reply.  Pressing  Return  performs  the 
same  task  as  clicking  on  Yes.  Pressing  Clear  or  Esc 
performs  the  same  task  as  clicking  on  Cancel. 
Pressing  n  performs  the  same  task  as  clicking  on  No. 

Repeating  Keys  The  keys  on  many  keyboards  repeat  by  holding  the 

key  down.  This  can  cause  problems  until  you  become 
accustomed  to  your  keyboard.  Caps  Lock,  Control, 
Shift,  Option,  and  the  Apple  key  are  among  the  few 
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keys  that  do  not  repeat  when  held  down.  You  can 
change  the  repeat  speed  with  the  Apple  IIos  Control 
Panel  (see  the  Apple  IIos  owner's  manual  for  more 
details). 

You  should  never  type  an  1  (lowercase  L)  instead  of  a 
1  (one)  or  an  O  (uppercase  O)  instead  of  a  0  (zero). 
They  are  very  different  characters  to  your  computer 
and  should  not  be  substituted  for  each  other. 
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Codes 


Codes  are  commands  that  tell  WordPerfect  and  your 
printer  what  to  do.  All  word  processors  place  codes  in 
the  document  whenever  you  bold,  underline,  change 
margins,  or,  in  general,  change  the  way  a  document 
looks. 

WordPerfect  hides  these  codes  so  that  the  text  on  the 
screen  appears  much  like  the  printed  page.  The  Codes 
window  can  be  viewed  at  any  time  by  choosing  the 
Show  Codes  feature. 

Codes  not  only  tell  WordPerfect  how  the  document 
should  look  on  screen,  but  more  importantly,  they  tell 
the  printer  how  to  print,  when  to  underline,  when  to 
change  margins,  etc. 

When  you  choose  the  Underline  feature,  an  underline 
on  code  is  entered  at  the  cursor  and  text  is  underlined 
until  the  Underline  feature  is  chosen  again,  ending 
underline.  When  you  press  the  Tab  key,  a  tab  code  is 
entered.  When  you  change  spacing,  a  spacing  code  is 
entered  and  spacing  is  changed  from  that  point 
forward  until  another  spacing  code  is  found. 
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Codes  can  be  searched  for  and  deleted  the  same  as 
text. 


W8  P 
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■  Printing 


Hyphenation 


You  can  print  from  screen  or  from  dislc.  From  screen, 
you  can  print  a  page  or  document  witliout  having  first 
saved  it  on  dislc.  From  disk,  you  can  print  a  document 
or  selected  pages  of  a  document  (see  Print  in  the 
Reference  section). 

Hyphenation  improves  the  look  of  the  printed  page  by 
reducing  the  space  between  words.  Hyphenation  is 
turned  off  when  you  start  WordPerfect  but  can  be 
turned  on  at  any  time  (we  recommend  you  wait  until 
just  before  you  print).  If  you  want  to  make 
Hyphenation  On  a  permanent  setting,  see  Defaults  in 
the  Reference  section. 


Printer 

Troubleshooting 


The  Appendix  contains  some  printer  helps  (see 
Printer  Troubleshooting)  if  you  are  having  problems 
with  your  printer. 
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Filing 


There  is  no  need  to  open  or  name  a  file  before  you 
begin  typing.  You  decide  when  and  if  the  document 
should  be  saved. 

After  creating  a  document,  you  can  save  it  on  disk. 
When  you  retrieve  a  document,  only  a  copy  is 
shown — the  original  document  remains  untouched  on 
disk.  This  means  you  can  change  the  on-screen  copy 
all  you  like  without  worrying  about  losing  the 
original. 

You  may  also  replace  an  original  copy  of  a  document 
with  an  edited  version. 

Pathname  A  pathname  describes  the  route  to  a  file.  You  use 

either  complete  or  partial  pathnames  to  save  and 
retrieve  files.  A  complete  pathname  starts  with  a 
slash  and  includes  the  diskette  (volume)  name, 
another  slash  and  the  filename  (see  Pathname  in  the 
Reference  section). 

Prefix  A  prefix  is  the  first  part  of  a  pathname.  It  includes  at 

least  the  name  of  a  diskette  (volume)  and  sometimes 
the  name  of  a  directory.  Prefixes  are  used  as  shortcuts 
when  using  ProDOS. 

What  you  enter  in  response  to  any  Pathname,  Save,  or 
Retrieve  prompt  determines  whether  or  not  a  prefix  is 
used.  As  a  general  rule,  the  default  prefix  (0/  on  the 
Prefix  screen)  is  used  when  the  first  character  you 
enter  is  not  a  slash  (/).  This  is  called  a  partial 
pathname. 

When  you  enter  a  complete  pathname,  the  first 
character  is  a  prefix  number,  a  prefix  character,  or  a 
slash  (/),  and  the  default  prefix  is  not  used. 
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The  default  prefix  (Of)  is  an  important  prefix 
inasmuch  as  it  is  the  prefix  on  which  files  without 
specified  prefixes  are  stored. 

The  default  prefix  is  originally  set  to  the  system  prefix 
(1/  on  the  Prefix  screen).  If  you  do  not  want  files  that 
you  create  saved  on  the  volume  pointed  to  by  the 
system  prefix,  you  must  enter  a  complete  pathname  or 
change  the  default  prefix. 

To  change  the  default  prefix: 

1  Choose  File  Mangagement  from  the  File  menu. 

2  Click  on  Prefix  to  display  the  Prefix  screen. 

3  Click  on  the  default  prefix  (Of). 

4  Click  on  Change  Prefix. 

5  Type  the  new  prefix,  then  click  on  OK. 

S  Click  on  Exit  to  exit  the  Prefix  screen. 

For  example,  if  you  want  to  save  or  retrieve  files  from 
a  disk  called  "/Data"  (without  having  to  enter  a 
prefix),  type  /Data  as  the  default  prefix. 

The  macro  prefix  (number  4/  on  the  Prefix  screen), 
holds  WordPerfect's  macros.  You  should  set  the 
macro  prefix  before  you  save  or  invoke  a  macro. 

If  you  do  not  want  to  enter  new  default  and  macro 
prefixes  each  time  you  start  WordPerfect,  see  Defaults 
in  the  Reference  section. 

See  Prefix  in  the  Reference  section  for  details  on 
WordPerfect's  prefixes. 


Periodical  Saving  Should  power  to  your  computer  be  interrupted  for 

whatever  reason  (power  failure,  accidental 
unplugging,  etc.),  the  file  on  your  screen  will  be  lost. 
For  this  reason,  we  suggest  saving  your  work  at 
regular  intervals  (every  few  minutes  or  so). 

File  Size  With  3.5"  disks,  the  program  limit  on  file  size  is  800 

Kb.  With  a  suitable  hard  disk,  the  maximum  file  size 
is  16  megabytes.  To  maximize  editing  and  scrolling 
speed,  however,  we  suggest  files  be  kept  to  between 
20  and  70  pages.  See  Defaults  in  the  Reference 
section  for  information  on  changing  the  size  of  the 
RAM  portion  of  the  Edit  buffer  to  suit  your  needs. 
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I  Preview  WordPerfect 


During  this  preview,  you  will  type,  edit,  and  print  a 
few  paragraphs  of  text.  Some  of  the  fundamentals  of 
WordPerfect  are  introduced  here. 

Type  a  Paragraph  Using  the  Delete  key  to  erase  mistakes,  type  the 

following  paragraph  without  pressing  Return. 

Bears  have  been  searching  for  food  in 
campgrounds  since  the  tourist  season  started. 
For  this  reason,  we  are  increasing  patrols 
during  the  next  few  weeks. 

Insert  a  Tab  Make  a  format  change  by  inserting  a  tab. 

1  Click  on  the  "B"  in  the  word  "Bears"  to  move  the 
cursor  to  the  beginning  of  that  word. 

2  Press  Tab  to  insert  a  tab,  and  the  paragraph  is 
indented  to  the  first  tab  stop. 

Insert  Some  Text  Edit  the  paragraph. 

1  Click  on  the  "f"  in  the  word  "food"  to  move  the 
cursor  to  the  beginning  of  that  word. 

2  Type  Chinese  take-out 

3  Press  the  Space  Bar  to  insert  a  space  between 
"take-out"  and  "food." 


Finish  the  Paragraph      Provide  an  ending  for  the  paragraph. 

1   Drag  the  scroll  box  (on  the  right  side  of  your 
window)  to  the  bottom  of  the  scroll  bar  to  move  to 
the  end  of  the  text. 


The  end  of  the  paragraph  is  the  bottom  of  the  document. 
The  cursor  moves  only  through  text  and  codes — it  will  not 
move  through  nothing. 
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2  Press  the  Right  Arrow  key  (^),  press  the  Space 
Bar  twice  to  add  two  spaces,  then  type  your  own 
ending  to  the  first  paragraph.  (If  you  can't  think  of 
anything,  just  type  this  paragraph.) 

)    Divide  the  Paragraph      Make  two  paragraphs  out  of  one. 

1  CUck  on  the  beginning  of  the  first  word  you  just 
typed. 

2  Press  Return  twice  to  divide  the  text  and  add  a 
blanlc  line. 

3  Press  Tab  to  indent  the  first  line  of  the  new 
paragraph. 

4  Choose  Rewrite  Screen  from  the  Edit  menu  to 
reformat  the  screen. 

Change  Your  Mind         Return  the  second  paragraph  to  its  original  place 

1   Press  Delete  three  times  to  create  a  single 
^  paragraph. 

Center  a  Title  Type  a  centered  title. 

1  Drag  the  scroll  box  to  the  top  of  the  scroll  bar  to 
move  the  cursor  to  the  beginning  of  the  document. 

2  Press  Return  to  add  a  blank  line. 

3  Press  the  Up  Arrow  key  (t)  to  move  the  cursor  to 
the  top  of  the  document. 

4  Choose  Center  from  the  Line  menu  to  move  the 
cursor  to  the  center  of  the  screen. 

5  Type  "Bears"  as  the  title. 

A  center  code  that  you  cannot  see  has  been  placed  in  the 
i  text. 
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6  Press  Return  to  end  centering  and  move  the 
cursor  to  the  next  hne. 

Delete  a  Code  You  have  changed  your  mind  again  and  decide  not  to 

have  the  title  centered. 

1   Choose  Show  Codes  from  the  Edit  menu  to 
display  the  Center  codes  ([C][c])  in  the  Codes 
window. 


Bears  fiove  been  seorching  for  Chinese  take-oat  food  in 
campjrounils  since  the  tourist  seosbn  storted.  For  this  reoson, 
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In  the  Codes  window,  the  cursor  is  represented  by  a 
reverse-video  [^].  When  you  move  the  cursor  in  the 
Codes  window,  the  cursor  in  the  document  window 
also  moves. 

2  Use  the  Arrow  keys  to  move  the  cursor  in  the 
Codes  window  to  the  immediate  right  of  the 
Center  On  code  [C]. 

3  Press  Delete  to  delete  the  Center  On  code. 

You  can  cancel  centering  by  deleting  either  the  Center  On 
[C]  or  Center  Ojf[c]  code. 
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See  Codes  in  the  Reference  section  for  the  complete 
hst  of  codes  and  their  meanings. 

4  Choose  Hide  Codes  from  the  Edit  menu  to  remove 
the  Codes  window. 


The  title  should  be  at  the  left  margin . 
Print  tlie  Page  Do  a  page  print. 


1   Choose  Page  Print  from  the  Print  menu  to  print 
the  page. 

Unless  there  is  more  than  one  page,  the  Print  and  Page 
Print  features  do  the  same  thing. 

If  your  printer  is  set  for  Hand-fed  forms; 

1  Choose  Page  Print  from  the  Print  menu. 

2  Roll  a  sheet  of  paper  into  the  printer. 

3  Choose  Printer  Control  from  the  Print  menu. 

4  Click  on  the  "Go  (Resume  Printing)"  button. 

If  the  document  is  not  printed,  make  sure  that  you 
have  installed  your  printer  according  to  the 
installation  instructions  in  the  Installation  section  of 
this  manual. 
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Exit  WordPerfect 


When  you  finish  using  WordPerfect,  ALWAYS  exit 
the  program  before  turning  off  your  machine.  Turning 
off  the  machine  before  exiting  may  cause  problems. 

1  Choose  Quit  from  the  File  menu  to  begin  exiting 
WordPerfect. 

The  "Save  Document  #1?"  dialogue  appears  on  the 
screen. 

2  Click  on  No  to  exit  WordPerfect  without  saving 
the  document. 
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Introduction 


If  you  have  not  read  the  Getting  Started  section,  taice  a 
moment  to  glance  over  that  information  and  become 
familiar  with  any  new  ideas  or  terms.  You  should 
already  know  how  to  start  and  exit  WordPerfect 
properly  before  beginning  the  lessons. 

The  Lessons  The  lessons  in  the  Learning  section  have  been 

grouped  into  four  parts.  They  introduce  you  to  many 
of  WordPerfect's  features.  The  first  three  lessons 
should  be  done  together.  The  rest  of  the  lessons  can 
be  completed  individually  as  you  have  time. 

Each  lesson  begins  with  a  brief  introduction.  This  is 
designed  to  give  you  an  idea  concerning  the  lesson. 
You  can  decide  from  the  introduction  whether  or  not 
to  go  through  that  particular  lesson  at  that  time. 

Each  lesson  consists  of  a  series  of  tasks.  Each  task 
begins  with  a  title  which  is  followed  by  the  steps 
needed  to  perform  the  task.  Illustrations  of  screens 
are  shown  throughout  the  tasks  to  show  what  your 
screen  should  look  like  at  that  point. 

General  comments  and  notes  help  you  understand 
what  is  happening  as  you  perform  the  task. 

Learning  Hints  Do  not  become  discouraged  if  you  do  not  understand 

what  is  happening  on  your  screen  or  if  you  need  to 
start  a  lesson  over  again.  It  takes  time  to  become 
familiar  with  the  way  WordPerfect  and  your  computer 
work  together 
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You  may  want  to  refer  to  the  following  hints  if  you 
are  having  problems  with  a  particular  WordPerfect 
feature  or  task  in  the  lessons; 

•  Return  moves  the  cursor,  but  it  also  fills  your 
document  with  empty  lines  that  can  push  text  out 
of  sight  (and  out  of  mind).  Click  the  mouse  on  a 
desired  location  or  use  the  Arrow  keys  to  move  the 
cursor  instead. 

•  Delete  and  the  Number  Pad  .  (period)  key  delete 
your  typing  mistakes.  A  message  appears  if  you 
try  to  delete  most  WordPerfect  codes.  Click  on 
Yes  to  delete  the  code;  click  on  No  to  leave  it 
alone. 

•  Back  out  of  features  that  display  a  dialogue  (e.g., 
Close,  Save  As,  Open,  Search)  by  clicking  on 
Cancel. 

•  Start  a  lesson  over  again  by  choosing  Close  on  the 
File  menu,  then  clicking  on  No  twice  to  clear  the 
screen. 

•  Take  the  time  to  install  WordPerfect  correctly,  or 
your  printer  may  not  work  properly  during  a 
lesson. 

»    Some  features  will  not  work  when  the  Block 

feature  is  on.  Check  the  bottom  of  the  screen  for  a 
"Block  On"  message,  then  click  the  mouse  button 
to  turn  off  Block. 

Diskettes  and  Drives       A  diskette  is  also  called  a  volume.  Each  diskette  has 

a  volume  name.  For  example,  "/Utilities"  is  the 
volume  name  of  the  /Utilities  diskette. 

A  diskette  drive  is  like  a  cassette  recorder.  It  lets  you 
save  and  play  back  information  from  diskettes. 
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Drive  1  and  Drive  2        The  Apple  IIgs may  have  two  drives.  The  drive  which 

is  connected  directly  to  the  computer  is  called  drive  1 ; 
the  other  is  called  drive  2. 

On  a  two  disk  drive  system,  leave  the  WordPerfect 
diskette  in  drive  1 .  Take  it  out  only  when  the  lessons 
instruct  you  to  do  so.  The  Learn  directory  (used  in 
most  of  the  lessons  in  this  section)  is  on  the 
WordPerfect  diskette. 

Inserting  Diskettes         Sometimes  WordPerfect  may  need  a  diskette  that  is 

not  in  a  drive.  For  example,  when  you  see  the 
message 

"Volume:  /Word.Lists  not  found.  Insert  it  and  click 
OK." 

remove  a  diskette  from  one  of  your  drives,  insert  the 
/Word.Lists  diskette  into  the  drive,  then  click  on  OK 
to  continue. 

Hard  disk  drives  can  be  installed  on  the  Apple  IIgs. 
They  greatly  increase  program  speed,  room  to  store 
files,  and  the  maximum  size  of  documents  that  can  be 
edited  and  printed.  If  WordPerfect  is  running  from  a 
hard  disk,  use  the  File  Management  feature  to  set  the 
default  prefix  for  your  personal  directory  (e.g.,  lhard 
disk  namel personal  directory  name). 

The  Getting  Started  section  (and  Prefix  in  the 
Reference  section)  tells  you  how  to  set  the  default 
prefix. 

In  most  of  the  lessons  in  this  section,  you  will  be 
using  files  in  the  Learn  directory  on  the  AVordPerfect 
diskette  (volume).  The  system  prefix  (1/  on  the  Prefix 
screen)  points  to  the  location  of  the  AVordPerfect 
volume.  To  save  or  retrieve  a  file  from  the  Learn 
directory  on  the  system  prefix,  you  type 
lllearni filename,  then  click  on  OK. 


Hard  Dislc  Drives 

) 


The  System  Prefix 


) 
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Help  The  Help  feature  can  be  used  as  a  quick  reference  to 

learn  more  information  about  a  particular  feature.  To 
retrieve  a  screenful  of  information  about  a  particular 
feature,  choose  Help  from  the  Apple  menu,  highlight 
the  feature  on  the  list,  then  type  a  question  mark  (?)  or 
slash  (/). 

Filing  Problems  If  you  are  not  sure  a  file  has  been  saved,  choose  File 

Management  from  the  File  menu  to  display  a  list  of 
the  files  on  the  default  prefix  (see  File  Management  in 
the  Reference  section). 

Printer  Problems  If  your  printer  does  not  work,  check  the  printer  cable 

to  make  sure  it  is  plugged  in  at  both  ends  and  plugged 
into  the  correct  port  at  the  back  of  the  computer 
Check  the  power  switch  and  the  power  cord. 

If  you  have  not  set  up  WordPerfect  properly,  your 
printer  will  not  work.  Follow  the  directions  in  the 
Installation  section. 


) 
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Fundamentals 


) 


) 


) 
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Lesson  1:  Typing 


In  this  lesson  you  type  a  letter  that  confirms  a 
reservation  at  Lone  Pine  National  Park.  When  you 
finish,  you  print  the  letter,  save  it  on  disk,  and  clear 
the  screen. 

While  working  through  the  lesson,  you  learn  the 
following  facts  about  WordPerfect's  features: 

•  Delete  erases  to  the  left. 

•  Center  centers  a  line  of  text. 

•  Bold  and  Underline  highlight  text. 

•  Caps  Lock  shifts  the  letters  on  your  keyboard  to 
uppercase. 

•  Word  Wrap  automatically  returns  the  cursor  to  the 
left  margin. 

•  Print  lets  you  print  the  document  on  the  screen. 

•  Close  gives  you  an  opportunity  to  save  a 
document  and  clears  the  screen. 

The  skills  you  will  learn  in  this  lesson  can  be  used  for 

•  Business  letters. 

•  Letters  of  introduction. 

•  Letters  to  friends. 

•  Most  correspondence. 
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1.1  Center,  Bold,  and 
Underline 


Begin  the  letter  by  centering,  holding,  and  underlining 
a  heading. 

1  Choose  Center  from  the  Line  menu  to  move  the 
cursor  to  the  center  of  the  line. 

2  Choose  Bold  from  the  Style  menu  to  turn  on  Bold. 

"Pos"  on  the  status  line  is  boldecl  when  the  Bold 
feature  is  on. 

3  Choose  Underline  from  the  Style  menu  to  turn  on 
Underline. 

"Pos"  on  the  status  line  is  underlined  when  the 
Underline  feature  is  on. 

4  Type  Lone  Pine  National  Park  as  the  heading. 
Pj-ess  Delete  to  erase  any  mistakes. 

5  Choose  Bold  from  the  Style  menu  to  turn  off  Bold. 

6  Choose  Underline  from  the  Style  menu  to  turn  off 
Underline. 
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7  Press  Return  twice,  once  to  end  centering  and 
move  the  cursor  to  the  next  line  and  once  to  add  a 
blank  line. 


|«tFih  Edit  Searcli  Print  Line  Fugt  Style  Footnote  Spaoial 


□ 

Untitled  B 

1 

Inns  PinB  Unf^innnl  pMrv 

1} 

1 
11 

1 
i 

1 

1 

i 

1 

0- 

Doe  I  f 

9lln3PQ5l8 

a 

) 


) 


LEARNING  39 


1.2  Caps  Lock 


The  Caps  Lock  key  lets  you  type  uppercase  letters 
without  using  the  Shift  key. 

1  Press  Caps  Lock  to  begin  typing  in  uppercase 
letters. 

2  Type  reservation  confirmation 

3  Press  Caps  Lock  to  end  typing  uppercase  letters. 

4  Press  Return  twice  to  move  the  cursor  to  the  next 
line  and  add  a  blank  line. 

You  can  use  the  Colors  feature  on  the  Special  menu  to 
change  the  appearance  of  bolded  text  (see  Colors  in 
the  Reference  section). 


Lone  Pine  Hoticnal  Perk 

RESERVBIIOK  COKFIRWITION 
I 


Ooc  1  Pg  1  Ln  5  Pos  16 
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1.3  Address  and  Continue  the  letter  by  typing  an  address  and 

Salutation  salutation.  Use  Return  to  end  each  line  and  add 

blank  lines. 

1  Type  Frank  D.  Edwards 

2  Press  Return  to  move  the  cursor  to  the  next  line. 

3  Type  2345  N.  Quail  Road 

4  Press  Return  to  move  the  cursor  to  the  next  line. 

5  Type  Birdseye,  Utah  84666 

6  Press  Return  twice  to  move  the  cursor  to  the  next 
line  and  add  a  blank  line. 

7  Type  Dear  Mr.  Edwards, 

8  Press  Return  twice  to  move  the  cursor  to  the  next 
line  and  add  a  blank  line. 


Lane  Pine  Katiaiul  Peril 

RESEBVIITIOK  CONFIMIII 

Frank  0.  Edwords 
IX  H.  dujil  Road 
Birdsese,  Utoli  3i|666 

Hear  Hr.  Edwards, 
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1.4  Word  Wrap  Type  the  body  of  the  letter.  As  you  type,  the  Word 

Wrap  feature  will  automatically  wrap  the  lines  within 
each  paragraph.  Press  Return  only  to  end  the  last 
line  of  a  paragraph. 

If,  by  habit,  you  press  Return  prematurely,  press 
Delete  to  erase  the  mistake. 

1  Press  Tab  to  move  the  cursor  one  tab  stop  to  the 
right. 

2  Type  the  following  paragraph. 

This  letter  is  a  confirmation  of  your  request  for 
a  traditional  log  cabin. 

3  Press  Return  twice  to  move  the  cursor  to  the  next 
line  and  add  a  blank  line. 

4  Press  Tab  to  move  the  cursor  one  tab  stop  to  the 
right. 

5  Type  the  following  paragraph. 

The  Mary  Todd  Lincoln  Cabin  has  been 
reserved  in  your  name  for  the  week  of  June  10- 
17, 1988.  The  cabin  includes  three  bedrooms,  a 
full  kitchen,  large  parlor,  and  a  hot  tub. 
Limousine  service  is  also  available  at  no  extra 
charge. 
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S  Press  Return  twice  to  move  the  cursor  to  the  next 
Hne  and  add  a  blank  hne. 
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RESEPyflTION  COHFIRHSnOH 

Frank  0.  Edwards 
231(5  H.  diiail  Rood 
Irdsesie,  Utah  mm 

Deor  Hr.  Edwards, 

This  letter  is  a  confirmatioii  cf  aaur  request  for  a 
traditional  log  cahin. 

Ihe  Mara  Todd  Lincoln  Cabin  has  been  reserved  in  aaur  nome 
for  the  week  of  June  18-1?,  1988.  Ihe  cabin  includes  three 
bedrooms,  a  fall  kitchen,  larse  parlor,  and  a  hot  tub. 
Limousine  service  is  also  avoilable  at  no  extra  charge, 

I 
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1.5  Close  the  Letter 


Type  the  closing  of  the  letter. 

1  Type  Warmest  regards, 

2  Press  Return  four  times  to  move  the  cursor  to  the 
next  line  and  add  three  blank  lines  for  a  signature. 

3  Type  Ranger  David  Harris 

4  Press  Return  to  move  the  cursor  to  the  next  line. 

5  Type  Park  Reservations 

6  Press  Return  three  times  to  move  the  cursor  to  the 
next  line  and  add  two  blank  lines. 

7  Choose  Underline  from  the  Style  menu  to  turn  on 
Underline. 

8  Type  See  enclosure 

9  Choose  Underline  from  the  Style  menu  to  turn  off 
Underline. 


ttfile  Edit  Search  Print  Line  Page  Stale  Footnote  Special 


Deor  Hr.  Edwards, 

This  letter  is  a  confirmation  of  pur  request  for  a 
troditionol  los  cabin. 

He  Wara  Todd  Lincoln  Cabin  has  been  reserved  in  aour  naae 
for  the  week  of  June  18-17,  198S.  The  cobin  includes  three 
bedrooms,  a  full  kitchen,  large  porlor,  ond  o  hot  tub. 
Limousine  service  is  also  amilaole  ot  no  extra  chorge, 

irmest  regards. 


Ranger  Bavid  Harris 
Park  iesermtions 


See  enclasurel 
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Before  printing  and  saving  the  letter  you  have  created, 
be  sure  that  you  have  instaUed  your  printer  according 
to  the  installation  instructions  in  the  Installation 
section  of  this  manual. 

1    Choose  Print  from  the  Print  menu. 

The  letter  will  be  printed. 

If  your  printer  is  set  for  Hand-fed  forms  (you  are 
inserting  each  sheet  of  paper  into  your  printer  by 
hand),  your  computer  will  beep  when  you  try  to  print. 
The  beep  is  a  reminder  to  roll  a  piece  of  paper  into 
your  printer,  choose  Printer  Control  from  the  Print 
menu,  and  click  on  the  "Go  (Resume  Printing)"  button 
to  start  printing. 


) 


1.6  Print 


) 
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1.7  Save  the  Document    Save  the  document  as  a  file  named  CABIN. 


1  Choose  Close  from  the  File  menu,  then  click  on 
Yes  to  save  the  document. 

You  can  also  click  on  the  close  box  at  the  left  end  of 
the  title  bar  to  start  the  exiting  process. 

2  Type  1/learn/cabin  as  the  filename,  then  click  on 
OK  to  save  the  CABIN  file  in  the  Learn  directory 
on  the  system  prefix  (1/  on  the  Prefix  screen). 

3  Click  on  No  to  clear  the  screen. 

If  an  "Invalid  Pathname"  message  appears,  you 
entered  the  filename  incorrectly.  WordPerfect  lets  you 
enter  the  filename  again. 

If  you  do  not  enter  a  prefix  number  or  a  slash  before 
the  filename,  the  file  will  be  saved  on  the  default 
prefix  (0/  on  the  Prefix  screen). 

You  can  change  the  default  prefix  if  you  wish  (see 
Prefix  in  the  Reference  section). 
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.  Lesson  2:  Editing 


In  this  lesson,  you  make  editing  changes  to  the 
reservation  letter  created  in  Lesson  1 .  When  you 
finish,  you  print  the  letter,  replace  the  letter  on  disk 
with  the  edited  version  on  your  screen,  then  clear  the 
screen. 

While  working  through  this  lesson,  you  learn  the 
following  facts  about  WordPerfect's  features: 

•  Center  Page  centers  a  page  vertically  when  it  is 
printed. 

•  Insert  Date  inserts  the  current  date. 

•  Delete  and  Block  can  be  used  together  to  erase  a 
block  of  text. 

•  Flush  Right  lets  you  enter  text  from  the  right 
margin. 

•  Right  Justification  must  be  off  to  print  a  ragged- 
right  margin. 

•  Retrieve  retrieves  a  copy  of  a  file  on  disk  to  the 
cursor  position. 

•  Show  Codes  lets  you  see  the  codes  in  your 
document. 

•  Save  lets  you  replace  a  file  on  disk  with  the 
document  on  your  screen. 

The  skills  you  learn  in  this  lesson  can  be  used  to 

•  Insert  text. 

»    Delete  words. 

«    Delete  lines  of  text. 

•  Make  new  paragraphs. 
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2.1  Retrieve  a  You  should  have  aheady  completed  Lesson  1  before 

Document  starting  this  lesson.  If  not,  turn  to  Lesson  1  and 

complete  the  steps  before  continuing. 

1  Choose  Retrieve  from  the  File  menu. 

2  Type  1/Iearn/cabin,  then  click  on  OK  to  retrieve 
the  CABIN  file. 
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I  Lone  Pine  Kntinnnl  Pnrlt 

RESERVIITIOH  COKFIRHIiniii 

Frank  D.  Edwards 
im  H.  Quail  Road 
Birdseae,  Utah  mm 

Dear  Hr.  Edwards, 

This  letter  is  a  confiriMtion  of  mr  request  for  a 
traditional  loa  cabin. 

The  Kara  Todd  Lincoln  Cobin  has  been  reserved  in  aour  none 
for  the  week  of  June  18-17,  1988.  The  cabin  includes  three 
bedrooms,  a  full  kitchen,  lorge  parlor,  and  o  hot  tub. 
Liiwusine  service  is  also  amiable  at  no  extra  charge. 

Hormest  regords. 
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The  file  that  you  created  in  Lesson  1  will  appear  on 
the  screen. 

If  the  message  "File  not  found"  appears,  you  entered 
the  filename  incorrectly,  or  the  file  does  not  exist. 
WordPerfect  lets  you  try  again. 
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2.2  Delete  Text  and 
Insert  Date 


Begin  editing  the  letter  by  deleting  a  line  of  text  and 
inserting  the  current  date. 


1  Move  the  cursor  to  "RESERVATION 
CONFIRMATION." 

2  Block  "RESERVATION  CONFIRMATION," 
press  Delete,  then  click  on  Yes  to  delete  the  line. 

Delete  End  of  Line  on  the  Help  feature  also  deletes  a 
line  of  text  (see  Delete  Text  in  the  Reference  section 
for  more  details). 

3  Move  the  cursor  to  the  beginning  of  Line  3 
(Position  10). 

Tl7e  status  line  on  the  bottom  of  your  screen  tells  you 
the  position  of  the  cursor  in  your  document. 

4  Choose  Flush  Right  from  the  Line  menu,  and  the 
cursor  moves  to  the  right  margin. 

5  Choose  Insert  Date  from  the  Special  menu  to 
insert  the  current  date  at  the  cursor  position. 

The  current  date  will  only  be  inserted  if  you  have 
preset  Apple  IIgs's  built-in  clock. 
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Lone  Pine  Hatinnal  Pork 


October  6,  19871 


Fronk  D.  Edwards 
2315  H.  lluiiil  fioad 
Birdseiie,  Utoti  8W66 

Deor  Hr.  Edwards, 

This  letter  is  a  confirmation  of  aour  request  for  a 
traditionol  log  cabin. 

The  Kara  Todd  Lincoln  Cabin  hos  been  reserved  in  sour  noine 
for  the  week  of  June  18-17,  1988.  The  cabin  includes  three 
bedroois,  a  full  kitchen,  large  parlor,  and  a  hot  tub. 
LimoBsine  service  is  also  available  ot  no  extro  chorge. 

Woriest  resords. 
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2.3  Editing  Create  and  edit  a  new  paragraph. 

1  Move  the  cursor  to  the  "L"  in  "Limousine"  (Line 
17,  Position  10). 

2  Press  Delete  twice  to  delete  two  spaces. 

3  Press  Return  twice  to  move  tlie  cursor  to  the  next 
line  and  add  a  blank  line. 

4  Press  Tab  to  move  the  cursor  one  tab  stop  to  the 
right. 

5  Move  the  cursor  to  the  word  "also." 

®  Block  "also,"  press  Delete,  then  click  on  Yes  to 
delete  the  word. 

Delete  Word  on  the  Help  feature  can  also  be  used  to 
delete  a  word  (see  Delete  Text  in  the  Reference 
section  for  more  details). 

7  Move  the  cursor  to  the  beginning  of  the  word 
"available." 

8  Press  Delete  to  delete  the  extra  space. 

9  Move  the  cursor  to  the  beginning  of  the  word  "is." 

1 0  Type  from  the  airport  to  your  cabin 

1 1  Press  the  Space  Bar  to  add  a  space. 
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1 2  Choose  Rewrite  Screen  from  the  Edit  menu  to 
reformat  the  screen. 


I#fil8  Edit  Ssirclt  Print  line  Page  Stijh  Footnotf  Spsciol 


lone  Pint  Katiannl  Park 


Dctober  6,  1987 


Fmnk  D.  Edwards 
im  H.  Quail  Rood 
"irdseae,  Uloli 

Oeor  Mr.  Edwords, 

This  letter  is  o  conf irnotion  of  siour  riiuest  for  o 
troditionol  log  cobin. 

Itie  Mara  Todd  Lincoln  Cabin  has  been  reserved  in  aour  noie 
for  the  week  of  June  18-17,  1988,  The  cobin  includes  three 
bedrooms,  a  full  kitchen,  lorge  parlor,  and  o  hot  tub. 

limousine  service  from  the  airport  to  gour  cabin  Bs 
ovniloble  at  no  extra  charge. 
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2.4  Center  Page  and       Both  the  Center  Page  and  Right  Justification  features 
Right  Justification  adjust  the  way  the  text  of  your  document  appears  on 

the  printed  page. 

1  Drag  the  scroll  box  to  the  top  of  the  scroll  bar  to 
move  the  cursor  to  the  beginning  of  your 
document. 

2  Choose  Center  Page  from  the  Page  menu. 

Center  Page  centers  text  vertically  on  the  page. 
However,  the  text  will  only  be  centered  when  it  is 
printed — not  on  your  screen. 

3  Choose  Right  Justification  from  the  Print  menu 
to  turn  off  Right  Justification. 

With  Right  Justification  off,  the  right  margin  will  be 
uneven  when  the  letter  is  printed. 

4  Choose  Show  Codes  from  the  Edit  menu  to 
display  the  Codes  window. 

i 
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Underneath  the  dashed  Unes  in  the  middle  of  the 
screen,  you  can  view  the  codes  that  you  just  inserted 
into  the  document:  [CntrPg]  and  [RtJstOff]. 


Frank  D.  Edwards 
im  K.  Quail  Raad 
Birdsese,  Utoh  8i|6i6 

Dear  Mr.  Edwards, 

Vl;raWl"rrHIHIl:llllltan8  Pine  Hational  ParHllininillUni 

isptembsr  21,  1987101111101 

.rank  D.  Edwardsl 
23i|5  H.  Quail  Raal, 
Birdseae,  Utah  m 

Iff  Mr.  Edwards.mi 
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5  Choose  Hide  Codes  from  the  Edit  menu  to  remove 
the  Codes  window  from  your  screen. 
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2.5  Print  and  Save 


Print  and  save  the  letter,  then  clear  the  screen. 


1  Choose  Print  from  the  Print  menu  to  print  the 
letter 

2  Choose  Save  from  the  File  menu  to  save  the  new 
version  of  the  document  under  the  same  filename. 

3  Choose  Close  from  the  File  menu,  then  click  on 
No  twice  to  clear  the  screen. 
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Lesson  3:  Formatting 


In  this  lesson,  you  will  make  several  formatting 
changes  to  the  reservation  letter  edited  in  Lesson  2. 
'  Some  of  the  changes  will  appear  on  your  screen 

(margins,  double  spacing)  and  some  will  appear  only 
when  the  letter  is  printed  (pitch,  page  length,  lines  per 
inch). 

You  will  also  be  introduced  to  the  File  Management 
screen.  The  File  Management  screen  displays  all  or 
part  of  the  files  on  a  disk  or  in  a  directory. 

While  working  through  this  lesson,  you  will  learn  the 
following  facts  about  WordPerfect's  features: 

•  The  File  Management  screen  displays  an 
alphabetical  list  of  the  files  on  a  disk. 

•  You  can  retrieve,  delete,  and  print  a  file  from  the 
File  Management  screen. 

) 

•  Margins,  Tab  Set,  and  Spacing  let  you  enter  your 
own  line  format  settings. 

•  Pitch  lets  you  change  the  number  of  characters 
printed  per  inch. 

•  Lines  Per  Inch  can  be  used  to  increase  the  number 
of  text  lines  on  a  printed  page. 

•  Page  Length  changes  the  page  format  when  the 
letter  is  printed. 

The  skills  you  learn  in  this  lesson  can  be  used  to 
change  the  appearance  of  a  printed  page. 


) 
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3.1  Retrieve  a 
Document 


You  can  use  the  File  Management  feature  to  retrieve  a 
document. 


You  siiould  have  already  completed  Lessons  1  and  2 
before  starting  this  lesson.  If  not,  turn  to  those 
lessons  and  complete  the  steps  before  continuing. 

1  Choose  File  Management  from  the  File  menu  to 
display  the  files  on  the  default  prefix. 

2  If  the  default  prefix  is  not  /WordPerfect,  insert  the 
/WordPerfect  diskette  into  a  drive  and  click  on  the 
diskette  icon  in  the  upper  left  of  your  screen  until 
the  "Path"  heading  reads  "/WordPerfect.". 

3  Move  the  cursor  to  the  LEARN  directory,  then 
click  on  Loolt  to  display  the  files  in  the  LEARN 
directory. 

4  Move  the  cursor  to  CABIN  on  the  File 
Management  screen. 
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Docment  Size: 
Free  Disk  Space: 
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5  Click  on  Retrieve  to  retrieve  the  letter 
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3.2  Pitch,  Tab  Stops  Begin  to  reformat  by  changing  the  pitch,  tab  stop 
and  Margins  settings,  and  margins. 


1  Choose  Font  and  Pitch  from  the  Style  menu. 

2  Press  Tab  to  move  the  cursor  to  the  "Pitch"  box. 

3  Type  12  as  the  new  pitch,  then  click  on  OK. 

Now  that  you  are  printing  1 2  characters  per  inch 
(pitch)  instead  of  10,  your  mai'gins  need  to  be  wider, 
and  you  need  to  change  the  tab  stop  settings. 

4  Choose  Margins  from  the  Line  menu. 

5  Type  12  for  the  left  margin. 

6  Press  Tab  to  move  the  cursor  to  the  "Right"  box. 

7  Type  89  for  the  right  margin,  then  click  on  OK. 

These  two  new  margin  settings  give  you  one-inch 
margins  on  the  left  and  right  sides  of  your  text  for  12 
)  pitch, 

8  Choose  Tab  Set  from  the  Line  menu. 

9  Move  the  cursor  to  position  0  on  the  Tab  Ruler 

10  Execute  the  Keyboard  Equivalent  for  Delete  End 
of  Line  to  erase  the  current  tab  stop  settings. 

The  preassigned  Keyboard  Equivalent  for  Delete 
End  of  Line  is  executed  by  typing  Apple-Right  Arrow. 
If  you  have  assigned  a  Keyboard  Equivalent  of  your 
own  to  Delete  End  of  Line,  execute  that  Keyboard 
Equivalent. 

1 1  Move  the  cursor  to  the  "Position"  box  and  type  12 
to  start  inserting  tab  stops  at  position  1 2  (the  new 

i  left  margin). 
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1 2  Move  the  cursor  to  the  "Increment"  box  and  type  5 
to  insert  tab  stops  every  five  spaces. 

1 3  Click  on  the  "Set  Increment"  button  to  set  the  tabs 
every  five  spaces  starting  at  position  12, 

1 4  Click  on  OK  to  return  to  your  document, 

1 5  Choose  Rewrite  Screen  from  the  Edit  menu  to 
reformat  the  screen. 


Frank  D.  [dwords 
23115 1  Quoil  hai 
Birdseae,  Utott  8i|666 

tear  Hr.  Edwords, 

Ihis  letter  is  i  conf  irimtion  of  siour  request  for  o  traditional  log 
cabin. 

The  Haru  Todd  tinooln  Cobln  has  heen  reserved  in  adur  name  for  the 
of  June  19-17,  1988.  The  cabin  includes  three  bedrooms,  a  full  kitchen, 
parlor,  and  o  hot  tub. 

timousine  service  froB  the  airport  to  aour  cabin  is  available  ot  no 
charse.  ■  . 
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a 


3.3  Lines  Per  Inch  and    Now,  change  the  Unes  per  inch  (number  of  lines  that 
Text  Lines  will  be  printed  per  inch)  and  the  text  lines  (the 

number  of  lines  you  will  actually  use  for  text  on  a 

printed  page). 

1  Choose  8  Lines  Per  Inch  from  the  Print  menu  to 
change  from  the  preset  value  of  6  text  lines  per 
inch  to  8. 

Now  that  you  have  increased  the  number  of  lines  per 
inch  that  will  be  printed,  you  can  increase  the  number 
of  text  lines  on  the  page. 

2  Choose  Page  Length  from  the  Page  menu. 

3  Click  on  the  "Other"  button. 

This  allows  you  to  create  your  own  settings. 

4  Press  Tab  to  move  the  cursor  to  the  "Text  Len" 
box. 

5  Type  72,  then  click  on  OK  to  change  the  number 
of  text  lines  to  72. 

To  arrive  at  72  text  lines  on  1 1  -inch  paper,  subtract 
one  inch  from  the  top  and  bottom  for  the  margins. 
This  leaves  9  inches  for  text,  multiplied  by  8  lines  per 
inch,  equals  72. 

Notice  that  the  form  length  stays  the  same  while  the 
number  of  text  lines  increases.  Form  length  is 
always  measured  in  6  lines  per  inch;  the  Lines  Per 
Inch  feature  only  affects  the  text  lines  on  a  page. 
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S  Choose  Show  Codes  from  the  Edit  menu  to  find 
the  [LPI:8]  and  [PgLnth:66,72]  codes  in  the  Codes 
window. 


itFile  Edit  Search  Print  Ling  PagtjgleFootii^^ 
Inns  Pine  Hctionnl  Pnrk 


Fronk  D.  Edwards 
im  H.  5uail  Road 
Birdseae,  litoh  8i|666 


Dear  Hr.  Edwords, 


September  21 


epteiBber  21,  iaS7|0lllliai 

rink  D.  EdwflrdsMI 
23i|5  N.  puoil  loollBl 
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3.4  Double  Spacing         You  can  use  the  Search  feature  while  in  the  Codes 

window. 


1  Choose  Search  from  tlie  Search  menu. 

2  Press  Tab  to  enter  a  Tab  code  [Tab]  as  the  search 
string. 

3  If  the  "Forward"  button  is  not  highhghted,  cHcl:  on 
it  to  turn  it  on. 

4  Chclc  on  OK  to  begin  the  search. 

The  cursor  will  stop  to  the  immediate  right  of  the 
first  Tab  code  in  the  letter. 

The  cursor  in  the  Codes  window  is  represented  by  a 
reverse-video  [^].  You  can  move  it  the  same  way  that 
you  move  the  cursor  in  the  document  window. 

Notice  that  both  cursors  are  visible  when  the  Codes 
window  is  visible.  When  the  Codes  window  is  on 
your  screen,  however,  the  cursor  that  we  refer  to  will 
always  be  the  cursor  in  the  Codes  window. 

5  Move  the  cursor  to  the  left  of  the  Tab  code. 

S  Choose  Hide  Codes  from  the  Edit  menu  to  remove 
the  Codes  window  from  your  screen. 
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7  Choose  Spacing  from  the  Line  menu. 

8  Type  2  for  double  spacing,  then  elicit  on  OK. 


Birdsep,  Utoh  8W6 
Dear  Mr.  Edwards, 

I  Ihis  letter  Is  o  oonfirmation  of  now  request  for  o  traditional  log 
cabin. 

Ihs  Kara  lodd  Lincoln  Cabin  bos  been  reserved  in  aour  none  for  tbe 
of  June  18-17,  1938.  Tbe  cabin  includes  tbree  bedrooBS,  o  full  kitchen, 
porlor,  and  a  bot  tub. 


"if. 

Limousine  service  from  tbe  airport  to  aoar  cabin  is  ovailoble  ot  no  ^ 
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3.5  Save  and  Print  Save  the  letter  using  a  new  filename,  clear  the  screen, 

then  print  the  letter. 

1  Choose  Close  from  the  File  menu,  then  click  on 
Yes  to  begin  saving  the  letter. 

2  Type  1/learn/cabin.l  as  the  filename,  click  on 
OK,  then  click  on  No  to  clear  the  screen. 

3  Choose  File  Management  from  the  File  menu. 

4  If  the  default  prefix  is  not  AVordPerfect,  insert  the 
AVordPerfect  diskette  into  a  drive  and  click  on  the 
diskette  icon  in  the  upper  left  of  your  screen  until 
the  "Path"  heading  reads  "/WordPerfect." 

5  Move  the  cursor  to  the  LEARN  directory,  then 
click  on  Look  to  display  the  files  in  the  LEARN 
directory. 


it  File  Edit  Search  Priitt  tine  Pose  Stale  Footnote  Special 

B  Prefix; /SCREEII12/                           Document  Size:  1 
B  Poth:/«ORDPERFEC1/LEI1RH                      Free  Disk  Space:  339 

Modified  Created 
Filenome         Tspe  BIks      Date   Time       Dote  lime 

cflBiH.i       WP    3    mmr  mi  vmm  mi 

CAMPS. LRH         WP     3     6/FEB/87    B:BB    6/FEB/87  8:86 
CRIP1I.LRH         WP      5      6/FEB/87    8:88     6/FEB/B7  8:88 
LETlER.LRH        WP     3     6/FEB/87    8:88    6/FEB/87  8:88 
LEUERLLBH       Iff     3     6/FEB/87   8:88    6/FEB/B7  8:BB 
LETlERILRIf       WP     3     6/FEB/87   8:88    e/FEB/87  8:88 
HDIICE.LRH        Iff    .  3     6/FEB/87   8:88    6/FEB/87  8:88 

C  Retrieve  )  (  Create  )  C  Delete  )  (  Format  D  (  Print  )  C  Seorch  ) 
C  Lock  )  [  Rename  )  C  Prefix  J  C  Unline  3  (f  look  5)C  Exit  ) 

6  Type  cabin.l  to  highlight  the  CABIN.  1  file  using 
the  Name  Search  feature. 

You  may  only  need  to  type  the  first  letter  or  two  of 
the  filename. 
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7  Press  the  Space  Bar  to  reset  the  Name  Search 
feature. 

a  CUck  on  Print  to  print  the  CABIN.  1  file. 

If  the  letter  does  not  print  correctly,  your  printer  may 
not  be  able  to  print  12  pitch. 


3.6  Delete  a  File  To  complete  this  lesson,  delete  the  first  revision  of 

your  letter  which  is  still  saved  under  the  filename 
CABIN. 

1  Move  the  cursor  to  the  CABIN  file. 

2  Click  on  Delete,  then  click  on  OK  to  delete  the 
CABIN  file. 

If  you  are  doing  Lessons  1,  2,  and  3  again,  you  can 
also  delete  the  CABIN.  1  file  at  this  point. 

3  Click  on  Exit  to  exit  the  File  Management  screen. 


1 
; 
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Lesson  4:  Troubleshooting 


Each  time  you  press  a  key  or  select  a  feature,  you 
send  a  message  to  WordPerfect.  Sometimes  the 
message  tells  WordPerfect  to  display  a  character  on 
the  screen.  Sometimes  it  just  inserts  a  code  into  the 
document. 

When  you  select  a  WordPerfect  feature  to  change  a 
setting  or  perform  a  task,  a  code  is  placed  in  your  text. 
Codes  are  enclosed  in  brackets  [  ]  and  are  only  seen  in 
the  Codes  window. 

In  this  lesson,  you  learn  how  to  change  the  format  of  a 
document  by  inserting  and  deleting  format  codes. 

While  working  through  the  lesson,  you  learn  the 
following  facts  about  WordPerfect's  features: 

•  Retrieve  lets  you  combine  two  or  more  documents. 

•  The  cursor  keys  move  the  cursor  in  the  Codes 
window. 

•  The  Delete  key  deletes  codes  and  text  in  the  Codes 
window. 

•  Search  lets  you  search  for  center,  spacing,  and 
other  codes  in  the  Codes  window. 

•  Initial  settings  of  WordPerfect  can  be  reset  by 
deleting  intervening  format  codes. 

•  The  Center  code  can  hide  text  on  the  screen. 
The  skills  you  learn  in  this  lesson  can  be  used  to 

•  Detect  unwanted  text. 

•  Search  for  and  delete  unwanted  codes. 

•  Check  a  document  with  the  Codes  window. 

•  Solve  some  printing  problems. 


4.1  Retrieve  a  Retrieve  the  Buffalo  Permits  document  to  begin 

Document  making  ciianges. 

1  Choose  Retrieve  from  the  File  menu. 

2  Type  l/learn/permits2.1rn,  then  click  on  OK  to 
retrieve  the  PERMITS2.LRN  file. 


lit  File  Edit  Search  Print  Line  Page  Style  Foiitnote  Speoial 


perinits2.1rn 


llane  Pine  Hntioiiol  Park 


Ceneral  Shsou 


BUFFIILO  PEHHITS 

m 


!!  3-da!)  season,  December  31  -  Januara  2,  for  the  takiitj  of 
buffalo  is  prescribed  for  the  Ions  Pins  Bane  Reserve.  (1  person 
with  a  valid  buffalo  permit  mb  toke  one  (1)  buffolo  of  the 
hunter's  choice.  It  shall  be  unlawful  for  o  person  to  possess 
■ore  thon  one  buffalo  permit  per  season.  In  addition,  hunters 
ore  required  to  attend  o  iuffolo  Qrientotion  Seminor  where  light 
refreshinents  will  be  served. 
OoclPglLnlPos.ie 


I 
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4.2  Combine  Two  In  this  step,  you  learn  how  to  combine  two  documents 

Documents  on  your  screen. 

1  Press  a  Home  key  (5  or  7  on  the  Number  Pad) 
twice,  then  press  tlie  Down  Arrow  key  (i)  to 
move  the  cursor  to  the  end  of  the  document  (after 
text  and  codes). 

2  Choose  Retrieve  from  the  File  menu. 

3  Type  l/learn/permits3.1rn,  then  click  on  OK  to 
retrieve  the  PERMITS3.LRN  file. 

Notice  that  the  PERMITS 3. LRN  file  was  retrieved 
into  the  document  on  the  screen  at  the  cursor  position. 
This  feature  can  be  very  helpful  in  combining 
documents  on  the  screen. 


jtHli  Edit  Search  Print  Line  Page  Stale  Footnote  Spioiol 
refreshients  will  be  served. 


perniits2.1rn 


moice  Permits 


m 


Ten  permits  for  choice  buffolo  will  be  oiwrded  to  the 
highest  bidders.  Sealed  bids  will  be  accepted  at  Lone  Pine 
Oiuision  Headquorters  on  February  28  ot  nidnight.  !1  minimum  bid 
of  $3988  is  required.  Successful  bidders  will  have  one  doa  to 
submit  their  bid  in  o  brown  poper  to  Ranger  John  T.  Smith. 
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4.3  Center  the 
Heading  and  Change 
the  Underline  Style 


When  you  start  WordPerfect,  some  format  settings  are 
preset  (see  Formatting  in  the  Reference  section  for  a 
list  of  preset  formats).  Changing  format  settings 
inserts  codes  into  the  document.  Deleting  format 
settings  restores  the  original  setting. 

1  Drag  the  scroll  box  to  the  top  of  the  scroll  bar  to 
move  the  cursor  to  the  beginning  of  the  document. 

2  Choose  Center  from  the  Line  menu  to  center  the 
heading. 

3  Press  the  Down  Arrow  key  (I)  to  reformat  the 
line. 


4  Choose  Underline  Style  from  the  Style  menu  to 
begin  changing  the  underline  style  for  the 
document. 


5  Click  on  the  "Continuous  Single"  button,  then 
click  on  OK  to  change  the  underline  style  to 
continuous  single  underlining. 

See  Underline  Styles  in  the  Reference  section  for 
details  on  underline  styles. 
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6  Choose  Show  Codes  from  the  Edit  menu  and 
notice  the  code  inserted  for  the  Underline  Style 
setting  [UndrlnStyle:?]. 


Iftrile  Edit  Sswch  Print  tins  Pagt  Stale  footnote  Special 


peniits2.1rii 


km<i\  Season 


Lone  Pin?  Hatiiiiiiil  Pork 

MIMilfiHIIS 
 121 


It  3-iioij  season,  December  31  -  Jonuora  2,  for  tlie  taking  of 
buffolo  is  prescribed  for  the  lone  Pine  Gam  Reserve.  B  person 


MJatldDIOni 
UlOIOIIUilll 


;neriil  SeasoiiimilPnUfniimmDIliiai 

llfaili  3-dtis  season,  December  31  -  Joniiora  2,  for  the  taking  oflK 
is  prescribed  for  the  lUILone  Pine  im  HeservelOI.  fi  personlBiHl 
iSoci  Ps  lln  2  Pos  19  , 


7  Choose  Hide  Codes  from  the  Edit  menu  to  remove 
the  Codes  window. 


4.4  Change  the 
Underline  Style  Back 
to  the  Initial  Setting 


Restore  the  initial  underline  style  setting. 

1  Choose  Show  Codes  from  the  Edit  menu  to 
display  the  Codes  window. 

2  Press  Delete  to  delete  the  underline  style  setting. 


SfcFile  Edit  Search  Print  Line  Poge  Stals  footnote  Special 


perniits2,lrn 


Long  Pine  national  Park 

imm  PERHiTs 

Generol  Seoson  IM 

II  him  season,  December  31  -  Jcnuara  2,  for  the  taking  of 
buffalo  is  prescribed  for  the  Lone  Pine  Goie  Reserve,  n  person 


.one  Pine  Hot ionol  PorkiniRlliktll 


miFFmn  ptaHiTSiniiiiiniiiiini 


flmUmim'IDIIGDIIBaililDIIIlDIIJIlMfllDlllliai 

iUBJIll  3-diiij  seoson,  December  31  -  Januors  2,  for  the  taking  oflK 
Iffilo  is  prescribed  for  the  lUlone  Pine  Some  ReserweHOI.  fl  personlHlfli 
Doc  1  Pg  1  Ln  2  Pes  18 


3  Choose  Hide  Codes  from  the  Edit  menu  to  remove 
the  Codes  window. 

Your  document  now  appears  as  it  did  before  the 
underline  style  change  was  made. 
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4.5  Change  the 
Spacing  Back  to 
Single  Spacing 


In  this  step,  you  delete  the  double  spacing  code  to 
change  the  spacing  of  the  document  back  to  the  initial 
setting  of  single  spacing. 


1  Drag  the  scroll  box  to  the  top  of  the  scroll  bar  to 
move  the  cursor  to  the  top  of  the  document  before 
any  codes. 

2  Choose  Search  from  the  Search  menu. 

3  Hold  down  Control,  press  s,  press  the  Down 
Arrow  key  (i)  until  you  highlight  "Spacing,"  then 
press  Return  to  insert  a  [SpcSet]  code  as  the 
search  string. 

When  you  are  entering  a  code  as  a  search  string,  you 
must  choose  the  feature  from  the  Help  feature  using 
the  keyboard. 

4  If  the  "Forward"  button  is  not  highlighted,  click  on 
it  to  have  WordPerfect  search  forward  through  the 
document. 

5  Click  on  OK  to  begin  the  search. 

The  cursor  stops  to  the  immediate  right  of  the  first 
occurrence  of  the  search  string. 

6  Choose  Show  Codes  from  the  Edit  menu  to 
display  the  [SpcSet:2]  code  in  the  Codes  window. 


] 
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7  Press  Delete  to  delete  the  code  and  change  to 
single  spacing. 


IttFile  Edit  Search  Print  line  P 

age  Stale  Foatiwts  Special  



□ 

perinits2.1rn 

El 

I    fl  3-das  season,  December  31  -  Januara  2,  for  the  taking  of 
Duffolo  is  prescribed  for  the  lone  Pins  Bow  Beserve.  fl  person 
with  a  uolid  buffalo  permit  mag  take  one  (1)  buffalo  of  the 
hunter's  choice.  It  shall  be  unlawful  for  a  person  to  possess 
rare  than  one  buffalo  permit  per  season.  In  addition,  hunters 


buffhio  pebmits 
115 


IIIIIIIBUFFPIO  PEBHITSnilMnilllini 

ienernl  SensoninilElilllBliiriBlilllBlllllllliQSMIllliai 


Dm  3-daa  seoson,  December  31  -  Jonuarg  2,  for  the  taking  afj 


_uffaio  is  prescribed  for  the  lOlone  Pine  Goms  ReservelHI.  II 
with  a  valid  buffalo  permit  moa  take  one  (1)  buffalo  of  tnelLT 
hunter's  choice.  It  shall  be  unlawful  for  a  person  to  possess^ 
more  than  one  buff olo  permit  per  seoson.  In  oddition,  huntersi 
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8  Choose  Hide  Codes  from  the  Edit  menu  to  remove 
the  Codes  window. 
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4.6  Correct  the  Print  the  page,  then  correct  the  overprinting  problem. 

Overprinting  Problem 

1  Choose  Page  Print  from  the  Print  menu  to  print 
the  page  on  the  screen. 

After  printing  the  page,  you  can  see  that  the  last  line 
on  the  printed  page  has  extra  text  printed  on  top  of  the 
existing  text.  This  extra  text  does  not  appear  on  the 
screen  because  it  is  hidden  by  a  misplaced  Center 
code. 

2  Drag  the  scroll  box  to  the  bottom  of  the  scroll  bar 
to  move  the  cursor  to  the  end  of  the  text. 

3  Choose  Show  Codes  from  the  Edit  menu  to 
display  the  Codes  window. 

Notice  that  the  phrase  "a  brown  paper  envelope" 
appears  in  front  of  the  [C]  code  in  the  Codes  window, 
but  does  not  appear  in  the  document  window. 

4  Choose  Search  from  the  Search  menu. 

5  Hold  down  Control,  press  c,  press  the  Down 
Arrow  key  (4)  until  you  highlight  "Center,"  then 
press  Return  to  insert  a  Center  code  as  the  search 
string. 

6  Click  on  the  "Backward"  button  to  have 
WordPerfect  search  backward  through  the 
document. 

7  Click  on  OK  to  begin  the  search. 

The  cursor  stops  to  the  immediate  right  of  the  [C] 
code. 


) 
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8  Press  Delete  to  delete  the  Center  code. 

The  phrase  hidden  by  the  Center  code  now  appears  in 
the  document. 

9  Choose  Hide  Codes  from  the  Edit  menu  to  remove 
the  Codes  window. 


Ten  permits  for  choice  buffalo  will  be  owarded  to  the 
hishest  bidders.  Sealed  bids  will  be  accepted  at  Lone  Pine 
Division  Heodquorters  on  Februara  28  at  niianiaht.  II  miniiam  bid 
of  $3SBS  is  required.  Successful  bidders  will  hove  one  day  to 
submit  their  bid  in  a  brown  paper  en«elope|to  Ranger  John  I.  Smith. 


Doc  1  Pg  1  In  21  Pes  52 
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4.7  Print  and  Save  Print  and  save  the  edited  letter,  ttien  clear  the  screen. 

1  Choose  Page  Print  from  the  Print  menu  to  print 
the  page  on  the  screen. 

2  Choose  Close  from  the  File  menu,  then  click  on 
Yes  to  save  the  document. 

3  Type  l/learn/permits.l  as  the  filename,  then  click 
on  OK. 

4  Click  on  No  to  clear  the  screen. 
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Lesson  5:  Moving  Text 


After  typing  the  first  draft  of  a  document,  mucli  of  the 
editing  you  do  deals  with  rearranging  your  thoughts 
into  an  order  that  makes  sense. 

In  this  lesson,  you  are  introduced  to  the  WordPerfect 
features  that  help  you  rearrange  and  edit  a  sentence, 
paragraph,  or  page  of  text.  You  also  learn  how  to 
create  a  hanging  paragraph. 

While  working  through  the  lesson,  you  learn  the 
following  facts  about  WordPerfect's  features: 

•  Block  and  Bold  help  you  bold  an  existing  block  of 
text. 

•  Print  on  the  Print  menu  will  print  a  block  of  text. 

•  The  Move  features.  Cut,  and  Retrieve  help  you 
move  a  sentence,  paragraph,  page,  or  block  of  text. 

) 

•  Margin  Release  and  Indent  help  you  create  a 
hanging  paragraph. 

The  skills  you  learn  in  this  lesson  can  be  used  to 

•  Rearrange  your  text. 

•  Center,  bold,  and  underline  existing  text. 

•  Save  text  in  a  temporary  file  while  in  WordPerfect. 

•  Print  part  of  a  page. 
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5.1  Retrieve  a 
Document 


Retrieve  the  Tree  Permit  document  for  editing. 
1   Choose  Retrieve  from  the  File  menu. 


2  Type  1/Iearn/trees.irn,  then  dick  on  OK  to 
retrieve  the  TREES .LRN  file. 


mfiU  Edit  Search  Print  Line  Poge  Stale  Footnote  Special 


June  fins  Notional  Park 

Christmas  Tree  Harvest  -  1986 

Ihere  ore  ssuerol  varieties  of  evergreen  trees  which  can  be 
harvested.  Thea  are  not  hard  to  tell  ofart  os  the  leaves 
(needles)  and  cones  ore  usuolla  quite  different: 

Pines  -  Needles  .gathered  together  ot  the  hose  in 
bunches  of  one  to  five  in  o  little  sheath 
that  often  wears  off  after  the  first  sear. 

Spruoe^  -  Needles  scottered  over  the  twigs 
singla,  less  than  an  inch  long.  Cones  haw 
thick  wooda  scales. 

Juniper  or  Cedor  -  Needles  reduced  to  little 
green  sooles  on  the  twigs,  cones  reduced  to 
siMll  bluish  berries. 

Boo  1  Pg  1  Ln  1  Pos  16 


i 
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5.2  Center,  Capitalize  Center,  capitalize,  and  underline  the  heading  of  the 
and  Underline  document. 


1  Choose  Center  from  the  Line  menu  to  center  the 
heading. 

2  Block  the  heading. 

"Block  On"  appears  on  the  status  line. 

3  Choose  Case  Convert  from  the  Edit  menu,  then 
click  on  Upper  to  convert  highlighted  lowercase 
characters  to  uppercase  characters. 

4  Choose  Underline  from  the  Style  menu  to 
underline  the  highlighted  text. 

5  Click  the  mouse  button  to  turn  off  Block. 
The  title  is  centered,  underlined,  and  in  uppercase. 

lltFile  Hit  Searcli  Print  Line  Page  Stale  Fwtniite  Special  | 


not  PIHE  HIinOHflL  PMK 


Christmas  Tree  Harvest  -  1986 


Ihere  are  several  varieties  cf  evergreen  trees  which  can  be 
horvested.  Then  are  not  hard  to  teir apart  os  the  leaves 
(.needles)  and  cones  are  usualla  quite  different: 


Pines  -  Heedles  gathered  together  at  the  hose  in 
bunches  of  one  to  five  in  n  little  sheoth 
that  often  wears  off  after  the  first  aeor. 


Doc  1  fg  1  In  1  Esi  31 


green  sooles  on  tje  twigs,  cones  reduced  to 


SMll  bluish  berries. 


singla,  less  than  on  inch  long.  Cones  have 


thick  woodg  scales. 
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5.3  Move  a  Paragraph     Continue  editing  this  document  by  moving  the  fifth 

paragraph  to  the  beginning  of  the  text. 

1  Move  the  cursor  to  the  left  margin  at  the  beginnin 
of  the  fifth  paragraph  (Line  21,  Position  10). 

2  Choose  Move  Paragraph  from  the  Edit  menu, 
then  click  on  Cut  to  cut  the  paragraph  from  the 
screen. 

The  cut  paragraph  is  automatically  saved  on  the 
Clipboard. 

3  Move  the  cursor  to  the  left  margin  at  the  beginnin 
of  the  first  paragraph  (Line  5,  Position  10). 

4  Choose  Paste  from  the  Edit  menu  to  retrieve  the 
paragraph  to  the  cursor  position. 


file  Edit  Search  Print  line  Poge  Stale  Footnote  Speciol 


CliristMS  Tree  Harvest  -  1988 

I    It  is  esseutiol  that  onpne  cuttina  Christina!  trees  for 
personal  or  coimeroial  use  be  able  to  ioentifsi  the  trees  thot 
con  be  lesolla  borvestei 

there  ore  severol  varieties  of  evergreen  trees  which  oon  be 
harvested,  Iheii  ore  not  hard  to  tell  opart  os  the  leaves 
(needles)  and  cones  ore  usuallii  quite  different: 

Elnsi  -  Needles  gothered  together  ot  the  bose  in 
bunches  of  one  to  five  in  a  little  sheath 
thot  often  wears  off  ofter  the  first  gear. 

Spruce;  -  Heedles  scattered  over  the  twigs 
singlg,  less  than  on  inch  long.  Cones  hove 
thick  wooda  scales. 


Juniper  or  Cedor 
Doc  1  Pg  ILn  5  Pos  16 


Reedles  reduced  to  little 
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5.4  Arrange  the 
Descriptions 


The  tree  descriptions  should  be  arranged  in  their 
correct  alphabetical  order. 


1  Move  the  cursor  to  the  "J"  in  "Juniper"  (Line  21, 
Position  15). 

2  Press  a  Home  key  (5  or  7  on  the  Number  Pad) 
three  times,  then  press  the  Left  Arrow  key  (^)  to 
move  to  the  beginning  of  the  line  before  any 
codes. 

3  Choose  Block  from  the  Help  feature,  then  use  the 
Arrow  keys  to  highlight  the  document  to  the 
beginning  of  the  sixth  paragraph  (Line  25, 
Position  10). 

Watch  the  status  line  to  see  the  current  cursor 
position. 

To  include  codes  at  the  beginning  of  a  block,  you 
must  choose  Block  from  the  Help  feature. 

4  Choose  Cut  from  the  Edit  menu  to  cut  the 
highlighted  text. 

5  Move  the  cursor  to  the  first  line  of  the  third 
paragraph  (Line  13). 

6  Press  a  Home  key  (5  or  7  on  the  Number  Pad) 
three  times,  then  press  the  Left  Arrow  key  (<-)  to 
move  to  the  beginning  of  the  line  before  any 
codes. 


) 
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7  Choose  Paste  from  the  Edit  menu  to  retrieve  the 
paragraph  to  the  cursor  position. 


mHk  Hit  Seorcli  Print  line  Page  Stale  Footnote  Special 


CfiristJHs  Tree  Harvest  -  1986 

It  is  essential  thot  onaone  cutting  Christinas  trees  for 
psrsonol  or  cofflnerciol  use  lie  able  to  identifg  the  trees  that 
COB  lie  legollij  harvested. 

There  ore  severol  vorieties  of  evergreen  trees  which  can  be 
horvested.  Thes  ore  not  hord  to  tell  aport  as  the  leaves 
needles)  and  cones  are  usuollij  quite  different; 

I    Juniper  or  Cednr  -  Heedles  reduced  to  little 

green  scales  on  the  twigs,  cones  reduced  to 
small  bluish  berries. 

Pines  -  Needles  gothered  together  ot  the  base  in 
bunches  of  one  to  five  in  a  little  sheoth 
thot  often  weors  off  after  the  first  aeor. 

Spruces   Heedles  scottered  over  the  twigs 

Ooo  1  Pg  1  Ln  13  Pos  IB 


5.5  Create  a  Tree  Add  another  tree  description  in  a  hanging  paragrapli. 

Description  A  hanging  paragraph  indents  all  but  the  first  line  of 

the  paragraph. 


1  Move  the  cursor  to  the  blank  line  before  the  third 
paragraph  (Line  12). 

2  Press  Return  to  add  a  blank  line. 

3  Choose  Indent,  Left/Right  twice  from  the  Line 
menu  to  indent  to  the  second  tab  stop  from  the 
margin. 

This  feature  indents  an  equal  amount  from  both 
margins.  Use  the  Indent,  Left  feature  if  you  do  not 
want  the  paragraph  indented  from  the  right  margin. 

4  Choose  Margin  Release,  Left  from  the  Line 
menu  to  release  the  first  line  one  tab  stop. 

5  Type  Firs  -  Needles  flat  and  blunt,  mostly 

grooved  on  upper  side,  leaving  flat 
round  scars  when  they  fall  off. 

Remember  to  choose  Underline  before  and  after 
typing  "Firs." 
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®  Press  Return  to  add  a  blank  line. 


lit  File 

Edit  Secrcli  Print  Lin8  Page  Stalt  Footnote  Speeiol 

1 

trees.lrn 

Christinas  Tree  Horvest  - 1936 

It  is  essentiol  that  anjone  cutting  Christios  trees  for 
fersonal  or  coimercial  use  he  able  to  iJentifif  the  trees  that 
con  he  lesalla  harvested. 

There  ore  several  varieties  of  evergreen  trees  which  can  he 
harvested.  Theg  are  not  hord  to  tell  opart  as  the  leaves 
(needles)  and  cones  ore  usuollif  luite  different; 

Firs  -  Needles  flat  ond  hlimt,  nostla  grooved  on 
upper  side,  leaving  flat  round  scars  when 
^         thea  foil  off. 

Juniper  or  Cednr  -  Heedles  reduced  to  little 
green  scales  on  the  twigs,  cones  reduced  to 
small  bluish  berries. 

Pines  -  Needles  gathered  together  at  the  base  in 

Doc  1  Pg  1  In  16  fos  19 
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5.6  Copy  a  Sentence 


Use  a  sentence  from  the  Spruces  tree  description  in 
the  new  Firs  description. 


1  Move  the  cursor  to  "Cones"  in  the  Spruces  tree 
description  (Line  26,  Position  53). 

2  Choose  Move  Sentence  from  tlie  Edit  menu,  then 
cliclc  on  Copy  to  copy  the  sentence. 

The  copied  sentence  is  saved  in  a  temporary  file. 

3  Move  the  cursor  to  the  end  of  the  Firs  tree 
description  (Line  15,  Position  34). 

4  Choose  Paste  from  the  File  menu  to  retrieve  the 
sentence  to  the  cursor  postion. 

5  Press  the  Space  Bar  twice  to  add  two  spaces 
between  the  sentences. 

6  Choose  Rewrite  Screen  from  the  Edit  menu  to 
reformat  the  screen. 


there  m  ssueral  varieties  of  evergreen  trees  wMch  can  be 
hort/ested.  Then  ore  not  krd  to  tell  apart  as  the  leoves 
(needles)  and  cones  are  usuollii  quits  different: 

Firs  -  Needles  f lot  and  Hunt,  mstla  grooved  on 
upper  side,  leoving  flot  round  scars  when 
tnei)  foil  off.  Kones  hove  thick  woodu  scales. 

Juniper  or  Cedar  -  Heedles  reduced  to  little 
;       green  scoles  on  the  twigs,  cones  reduced  to 
small  bluish  berries. 

Pines  -  Needles  gathered  together  ot  the  base  in 
bunches  of  one  to  five  in  0  little  sheath 
that  often  wears  off  after  the  first  lieor. 

Spruce;  -  Heedles  scattered  over  the  twigs 
singly,  less  than  on  inch  long.  Cones  have 
thick  wooda  scales. 

Doc  1  Pg  1  tn  15  Pos  36 
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5.7  Add  Another  You  need  to  add  one  more  category  to  the  request  slip 

Category  at  the  bottom  of  the  Tree  Permit  document. 

1  Move  the  cursor  to  "Type  of  tree"  on  the  request 
slip  (Line  50,  Position  10). 

2  Press  the  Number  Pad  1  key  to  move  the  cursor  to 
the  end  of  the  line. 

3  Press  Tab  three  times  to  move  the  cursor  three  tab 
stops. 

4  Type  Number  of  trees  as  the  new  category. 

5  Press  the  Space  Bar  once  to  add  extra  space  after 
the  text. 

6  Choose  Underline  from  the  Style  menu  to  turn  on 
Underline. 

7  Press  the  Space  Bar  nine  times  to  create  a  line 
nine  spaces  long. 

) 
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8  Choose  Underline  from  the  Style  menu  to  turn  off 
Underhne. 

Some  printers  are  unable  to  underline  spaces.  If  your 
printer  will  not  underline  spaces,  use  the  underscore 
character  (Shift-dash)  to  create  the  line  following 
"Number  of  trees." 


IttFil?  Edit  Seorch  Print  Line  Page  Stale  Footnote  Spsciol 


Request  for  tree  Horwst 


Home 


Dote  of  Harvest 


lidiiress 


number  of  trees 


J 


5 


Doc  1  Pg  l  In  59  Pos  75 
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5.8  Block  Print 


Now,  print  only  the  request  slip. 


1  Move  the  cursor  to  the  blank  line  just  before  the 
request  slip  (Line  37). 

2  Block  the  entire  request  slip. 

3  Choose  Print  from  the  Print  menu,  then  click  on 
Yes  to  print  the  highlighted  text. 


4  Click  the  mouse  button  to  turn  off  Block. 
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5.9  Print  and  Save 


Print  and  save  the  edited  permit  document,  then  clear 
tlie  screen. 

1  Choose  Print  from  the  Print  menu  to  print  the 
permit. 

2  Choose  Close  from  the  File  menu,  then  click  on 
Yes  to  begin  saving  the  permit. 

3  Type  1/learn/trees.l  as  the  filename,  then  click  on 
OK. 

4  Click  on  No  to  clear  the  screen. 
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Lesson  6:  Spell-Checking 


The  Speller  that  comes  with  WordPerfect  not  only 
checks  the  spelling  of  words,  but  also  checks  for 
double  words  and  lets  you  do  a  word  count  with  or 
without  spell-checking  the  document. 

In  this  lesson,  you  use  the  Speller  to  check  Ranger 
Douglas  R.  LaRue's  annual  report.  Each  step  helps 
you  learn  about  a  different  Speller  feature. 

While  working  through  the  lesson,  you  learn  the 
following  facts  about  WordPerfect's  Speller: 

»    Ignore  passes  over  a  word  for  the  rest  of  the 
document. 

»    The  Speller  lists  alternate  spellings  for  each  word 
not  found  in  the  dictionary  list. 

'    Delete  2nd  automatically  deletes  the  second  word 
of  a  double  word. 

'    Look  Up  lets  you  see  the  words  in  the  Speller  that 
match  a  word  pattern. 

»    Edit  moves  you  back  into  the  document  to  edit  a 
word. 

The  skills  you  learn  in  this  lesson  can  be  used  to 

•    Spell-check  a  word,  page,  or  document  before  it 
is  printed. 

»    Look  up  words  that  match  a  pattern. 

<•    Count  the  number  of  words  in  a  document. 


6.1  Retrieve  a 
Document 


Retrieve  the  annual  report  document.  This  is  the 
document  you  will  be  spell-checking. 


1  Choose  Retrieve  from  the  File  menu. 

2  Type  1/learn/report.lrn,  then  click  on  OK  to 
retrieve  the  REPORT.LRN  file. 


|#File  Edit  Swrch  Print  Line  Page  Style  Foptnote  Special 


1                  Lone  Pine  Hntionol  Pork  K 

Bnnual  Report  □ 

1986 

Compiled  ba 

Ranger  Doujlas  1.  LaRue 

Pork  Director 

PREFIICE 

This  report  is  o  suimara  of  ttie  aeor's  ootiuities. 
Doc  1  Pg  1  Ln  1  Pes  18 

0 
6 
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6.2  Start  the  Speller        After  retrieving  the  annual  report,  spell-clieck  the 

entire  document. 

1   Choose  Speller  from  the  Special  menu. 

If  the  AVord.Lists  diskette  (volume)  is  not  in  one  of 
your  drives  or  on  your  hard  disk  and  the 
WP.DICTIONARY  file  is  not  found  at  the  system  (If) 
or  work  (3/)  prefix,  WordPerfect  asks  you  to  insert  the 
diskette  into  one  of  your  drives  and  click  on  OK. 

The  Speller  menu  appears  at  the  bottom  of  the  screen. 


1                   Lone  Pine  Hotional  Pork 

Rnnual  Keport 
1986 

Select  menu  option. 

[    IWord    )  [  3  Document  ]  [  5  look  up.  ]  [  Uittfm  ] 
{    Ifmi    ]  [  IChonse  ]  (    6Count    ]  |  Exit  Speller  | 

2  Click  on  Document  to  begin  spell-checking  the 
entire  document. 
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6.3  Ignore  a  Word  The  Speller  stops  at  the  name  "LaRue."  You  want  the 

Speller  to  pass  over  the  name  for  the  rest  of  the 
document  and  continue  spell-checking. 


Comiiiled  ba 
Ranger  SousIds  R.  fflffl 
Park  Director 

PREFIICE 

Select  word  or  meiiii  option 

BLmOE 

[    iSkip    )  [  SRidWord  ]  [  SLookUp  ) 

(  2 Ignore   )  [    mH    ]  (  eHextPoge  ]  (f     Exit  1 

1 

Click  on  Ignore. 

WordPerfect  passes  over  the  word  for  the  rest  of  the 
document. 


) 
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6.4  Automatically  The  Speller  stops  at  the  word  "devisions."  The 

Correct  a  Word  correct  spelling  is  displayed  in  the  list. 


This  report  is  a  suimari)  of  tiie  ueor's  ootiuities, 
05  well  05  jcflls  for  the  four  liHBgtaiB  of  Lone  Pine 
Hotionol  Pork  for  1987. 

Select  Mord  or  neno  option  _^  


!  decisions  B  divisions 


[    ISkip    ]  [  3  W  Word  ]  [  5  Look  Up  ] 

[   2  Ignore   ]  [    HEdit    ]  [  SHextPose  )  |     Exit  | 


1   Double-click  on  "divisions"  to  insert  the  correct 
spelling  of  the  word  and  continue  spell-checking 
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6.5  Delete  a  Double 
Word 


The  Speller  stops  at  a  double  occurrence  of  the  word 
"Game."  You  want  to  delete  the  second  word. 


Permits 

During  the  1985  Huntins  season  the  Lone  Pine  Come 
lEH  Reserve  offered  periiiits  for  the  toking  of  Deer, 
Elk,  llntelope,  Moose, ! Buffalo,  Rockii  Mountoin  Coot,  and 

Double  Word!  Select  menu  option.  


(    ISkip    ]  [    3Edit  ) 

[  2  Delete  2nd  ]   [  yisolile  ]  |     Exit  | 

1   Click  on  Delete  2nd. 

WordPerfect  deletes  the  second  "Game"  and  continues 
spell-checking. 
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6.6  Look  up  a  Word        The  Speller  stops  at  the  word  "forefieture"  but  does 

not  display  the  correct  spelling  on  the  screen. 


1.    The  Blue  Curd  does  not  need  to  be  on  the  person  of 
the  hunter  while  in  the  field;  it  need  onla  be 
presented  when  receiving  the  gome  permit. 

5.    flna  violotion  of  the  regulation  will  aeon  outomotio 
jpj^Ej^  of  the  Blue  Card  (except  in  "Doner 

Select  word  or  menu  option   __, 


[    ISkip    )  [  3  add  Word  ]  [  5  Look  Up  ) 

[  2 ignore:  ]■  [    lEdit  :  ]  [  SHextPoge  ]  |     Exit  | 


1  Click  on  Look  Up,  and  the  "Word  pattern" 
message  appears. 

I 

2  Type  f=f=ture  as  the  word  pattern,  then  click  on 
OK. 

You  can  create  a  word  pattern  by  using  the  equal  sign 
(=)  to  represent  zero  or  more  characters  and  the  dash 
(-)  to  represent  exactly  one  character. 

In  this  example,  all  of  the  words  in  the  Speller  that 
begin  with"f,"  have  zero  or  more  characters  followed 
by  another  "f,"  have  zero  or  more  characters,  and  end 
with  "tare"  are  listed  on  the  screen  (see  Wildcards  in 
the  Reference  section  for  more  details). 

3  Double-click  on  "forfeiture"  to  insert  the  correct 
spelling  in  your  document. 

) 
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6.7  Manually  Correct  The  Speller  stops  at  the  name  "Doner."  You  need  to 
a  Word  correct  the  spelling  by  moving  the  cursor  back  into 

the  document. 


■l.    Tlis  Blue  Card  does  not  need  to  be  on  the  person  of 
the  hunter  while  in  the  field;  it  need  im  be 
presented  when  reoeivinj  the  gome  permit. 

5.    flny  violation  of  the  reaulution  tiill  neon  outomatio 
forfeiture  of  the  ike  Cord  (except  in  "MI 
Heishts"). 


Select  word  or  menu  option 


I)  Diner  B  Boer  C  Done 

D  Donee  E  Donor  F  Doper 

GBoser  H  Doter  I  Dover 

J  Dower  K  Downer  L  Dozer 


[    ISkip    ]  [  3MdHord  ]  (  5  Look  Dp  ] 

(   2  Ignore   ]  [    I  Edit    ]  [  tMextPoge  )  |  Exit 


1  Click  on  Edit  to  move  the  cursor  into  the 
document. 

2  Move  the  cursor  to  the  n  in  "Doner" 


3  Type  n  to  spell  the  name  correctly — "Donner." 

4  Press  Return  to  exit  the  document  and  return  to 
the  Speller 

"Donner"  still  is  not  found  in  the  dictionary. 


5  Click  on  Ignore. 


WordPerfect  passes  over  the  corrected  spelling  for  the 
rest  of  the  document. 


) 
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6.8  Exit  the  Speller         Spell-checking  is  over,  and  the  Word  Count  is 

displayed  on  the  screen. 


park  was  obis  toneet  most  of  its  outsfonding 
obi ijqt ions.  The  proafOB  improveient  proposal  for  the 
1986-87  yeor  can,  in  part,  be  funded  throujh  pork 
revenues.  Hoviever,  the  donoted  funds  nentioned  in  the 
proposal  ore  needed  to  ocmplete  the  1986-87  projects. I 
Word  Count:  158  Select  menu  option. 


[  iWord  )  [  3Docuaent  ]  [  5  Look  up  )  [  THextPoae  ] 
(    2 Page    )   [  1  Change  ]  [    6 Count    ]  |  txit  Speller  | 

1  Click  on  Exit  Speller  to  exit  the  Speller. 

2  Choose  Close  from  the  File  menu,  then  click  on 
No  twice  to  clear  the  screen. 
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Lesson  7:  Thesaurus 


The  Thesaurus  that  comes  with  WordPerfect  helps 
j  you  find  words  with  the  same  meaning  as  a  word  in 

your  document.  Finding  these  words  can  also  help 
you  understand  the  meaning  of  a  word. 

In  this  lesson,  you  write  a  sentence  that  has  the  right 
ideas  but  contains  the  wrong  words.  After  using  the 
Thesaurus  to  find  synonyms  for  three  of  the  words, 
the  sentence  sounds  just  as  you  had  hoped. 

While  working  through  the  lesson,  you  learn  the 
following  facts  about  WordPerfect's  Thesaurus: 

'    The  Thesaurus  can  look  up  words  already  on  the 
screen  or  words  you  type  in. 

'    Look  Up  lets  you  search  for  synonyms  and 

antonyms  of  a  word  you  enter  from  the  keyboard. 

J  »    The  Thesaurus  looks  up  synonyms  and  places 

them  in  noun,  verb,  and  adjective  groupings. 

»    Reference  words  labeled  with  a  bullet  (»)  can  be 
referenced  as  headwords. 

-    Replace  replaces  the  word  being  referenced  with 
the  synonym  of  your  choice. 

°    The  Moveable  menu  (A,  B,  C.)  labels  the 
references  under  one  headword  at  a  time. 

»    Clear  deletes  the  references  from  the  column  on 
which  the  cursor  lies. 

The  skihs  you  learn  in  this  lesson  can  be  used  to  find 
just  the  right  words  in  any  document  you  create. 
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7.1  Start  the  Begin  by  typing  a  sentence. 

Thesaurus 

1  Type  To  blunder  is  human,  to  acquit  subUme. 

2  Move  the  cursor  to  the  word  "blunder,"  which  is 
the  first  word  you  want  to  replace. 

The  cursor  can  be  anywhere  on  or  just  after  the 
word. 

3  Choose  Thesaurus  from  the  Special  menu. 

If  the  AVord.Lists  diskette  (volume)  is  not  in  one  of 
your  drives  or  on  your  hard  disk  and  the 
WRTHESAURUS  file  is  not  found  at  the  system  (1/) 
or  work  (3/)  prefix,  WordPerfect  will  ask  you  to  insert 
the  diskette  into  one  of  your  drives  and  click  on  OK. 
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7.2  Replace  "Blunder"    The  Thesaurus  displays  synonyms  and  other  words 

that  point  to  the  same  idea  as  the  word  highlighted  on 
the  screen.  An  acceptable  replacement  for  "blunder" 
is  not  on  the  screen,  so  use  a  synonym  of  "blunder"  to 
move  to  the  second  level  of  the  Thesaurus  list. 

1   Double-click  on  "mistake." 

This  moves  the  cursor  to  the  second  level  of  the 
Thesaurus  list  where  "mistake"  is  now  a  headword. 
The  second  level  appears  in  the  second  column  on  the 
Thesaurus  screen. 


To  IHHTiTiCT  is  human,  to  acquit  sublime. 


M  1  Pg  ILn  1  i'os  13  Block  On 


blunder-Cn)— — 

1  lerror 
1m  pas 
goffe 

■  mproprieta 
•mistflke 


blun(ier-(v) — 

2  •liOtGfi 

"bmpls 
■fumble 

blunder-Cant)- 

3  isucoecd 


mistokc-(n' 


■fuaible 
C  •inaccurac!) 
D  misoolculotion 


mistakHv)  

2  E  iblunder 

F  iconfuse 

G  err 

H  ■misunderstond 


0 


2  Exit  ]  [  3  Document  ]   [Replace  ]  [  5  Clear  ]  (TT) 


Headwords  are  words  that  can  be  looked  up  using  the 
Thesaurus.  References  are  words  or  phrases  listed  as 
synonyms  or  antonyms  in  the  column  underneath  the 
headword.  References  preceded  by  bullets  (•)  are 
headwords. 

Subgroups  are  groups  of  references  with  the  same 
connotation.  Subgroups  are  numbered  under  the 
headword. 

Using  "mistake"  as  a  headword,  you  find  the  ideal 
verb  to  replace  "blunder" 
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2  Move  the  cursor  to  "err." 

3  Click  on  Replace  to  replace  "blunder"  with  "err. 


lo  M  is  iiUMn,  to  acquit  suijlime 


ioc  1 P9  tin  IFes  13  Bliiiik  Qn 


blunderKn)- 


■error 
faux  pas 
gaffe 

"liproprieta 
■mistake 


blunder-(v)- 
2  ■botch 


■bungle 
■fuable 

blunder-fant)- 
3  >sacoeeif 


0 


S  mistoke-Cn) — i  

1 II  "error 
B  "fuible 
C  > inaccuracy 
D  iisoolculation 


inistakKv) 
2  I  .bludier 


0 


0 


0 


Hookup  I  (  2 Exit  )  [  SDocuinent  ]   [  1  Replace  ]  (  5 Clear  ]  (W) 


4  Click  on  Clear  twice  to  clear  the  two  columns. 


5  Click  on  Document  to  move  the  cursor  back  into 
your  document. 


7.3  Replace  "Acquit" 


You  are  now  ready  to  replace  "acquit." 

1  Move  the  cursor  to  tiie  word  "acquit." 

2  Click  on  Look  Up. 


To  err  is  huBon,  to  IfflIB  sublime. 


Doc  1  h  1  in  1  Pos  39  Block  On 


C  lexonerote 
D  ipordon 
E  ■vindicate 

2  F  ioct 
G  ibehoue 
H  ■comport 
I  ■conduct 


acnuit-Cant)— 
3  J  ■convict 


0 


0 


0 


I  Hookup  I  [  2 Exit  )  [  3 Document  }   [  1  Replace  )  [  5 Clear  ]  (IT) 


3  Double-click  on  "pardon." 

This  will  move  the  cursor  to  the  second  level  of  the 
Thesaurus  where  "pardon"  is  now  a  headword. 

You  decide  to  use  the  word  "forgive"  to  replace 
"acquit." 

4  Move  the  cursor  to  "forgive." 

5  Click  on  Replace  to  replace  "acquit"  with 
"forgive." 

6  Click  on  Clear  twice  to  clear  the  two  columns. 

7  Click  on  Document  to  move  the  cursor  back  into 
your  document. 
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7.4  Replace  "Sublime"    The  final  word  to  replace  is  "sublime." 

1  Move  the  cursor  to  the  word  "sublime." 

2  Click  on  Look  Up. 

For  the  first  time  in  this  lesson,  the  scroll  bar  to  the 
left  of  the  column  is  not  empty.  This  means  that  the 
list  of  entries  extends  below  the  last  visible  entry.  To 
view  the  entire  list,  use  the  scroll  box. 

The  first  visible  entry  is  always  labeled  "A"  regardless 
of  where  you  are  in  the  entry  list. 

If  you  have  scrolled  down  to  the  bottom  of  the  entry 
list,  scroll  back  up  to  the  top  of  the  list. 

3  Double-click  on  "divine." 

This  will  move  the  cursor  to  the  second  level  of  the 
Thesaurus  where  "divine"  is  now  a  headword. 

You  decide  that  "divine"  is  the  best  replacement  word. 

4  Click  on  Clear  to  clear  the  second  column. 

5  Move  the  cursor  to  "divine." 

6  Click  on  Replace  to  replace  "sublime"  with 
"divine." 

The  phrase  should  now  read  "To  err  is  human,  to 
forgive  divine." 

7  Click  on  Exit  to  exit  the  Thesaurus. 

8  Choose  Close  from  the  File  menu,  then  click  on 
No  twice  to  clear  the  screen. 


) 
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7.5  Look  up  a  Word  of  You  can  look  up  a  word  of  your  choice  by  choosing 
Your  Choice  Thesaurus  from  the  Special  menu,  typing  in  a  word, 

and  clicking  on  OK. 

1  Choose  Thesaurus  from  the  Special  menu. 

2  Type  run,  then  click  on  OK. 


i  1  Pii  1  In  1  h% : 


ruiKv)  

1  .m 

■dort 
■dash 
■roce 
spr  int 

2  ■function 
■operote 

3  ■adninistcr 
■control 
■govern 
■monogc 


0 


1 1  Look  op  I  [2  Exit)  [3Th050urui3   (  ISeorcli  ]  (  SCoto  )  (W) 


3  Click  on  Exit  to  exit  the  Thesaurus. 


While  in  the  Thesaurus,  you  may  look  up  a  word  of 
your  choice  by  clicking  on  Looli  Up,  typing  the  word, 
then  clicking  on  OK. 

If  you  try  to  look  up  a  word  that  is  not  a  headword, 
WordPerfect  displays  a  "Word  not  found"  message 
and  gives  you  an  opportunity  to  enter  a  synonym  or 
antonym  of  that  word. 
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Lesson  8:  File  Management 


A  critical  part  of  word  processing  is  tlie  time  you 
spend  taking  care  of  your  files.  WordPerfect  provides 
a  File  Management  feature  that  displays  files  in 
alphanumeric  order  You  can  then  perform  a  variety 
of  tasks  such  as  retrieving,  printing,  or  deleting  a  file. 
You  can  also  look  into  the  contents  of  a  file  or  even 
search  for  files  that  contain  certain  words. 

In  this  lesson,  you  are  given  the  task  of  finding  a  file 
that  has  a  Tree  Harvest  Request  form  and  Ranger 
John  T.  Smith's  name.  You  must  change  the  Ranger's 
name  to  Douglas  R.  LaRue,  rename  the  file,  and  print 
the  request  form  from  the  File  Management  screen. 

While  working  through  the  lesson,  you  learn  the 
following  facts  about  WordPerfect's  File  Management 
feature: 

•  Word  Search  helps  you  find  all  the  files  that 
contain  a  certain  word. 

»    Look  lets  you  display  the  contents  of  a  file  without 
retrieving  it. 

•  Rename  lets  you  change  the  name  of  a  file. 
The  skills  you  learn  in  this  lesson  can  be  used  to 

»    Manage  the  files  on  a  diskette  or  in  a  directory. 

•  Find  a  file  without  remembering  the  filename. 

•  Rename  files. 


8.1  Display  a  Group  of  Before  beginning  your  search  for  the  file  with  the  Tree 
Files  Harvest  Request  form,  you  want  to  display  only  those 

files  that  might  have  the  form. 

1  Choose  File  Management  from  the  File  menu  to 
display  the  list  of  files  on  the  default  prefix. 

2  If  /WordPerfect  is  not  the  default  prefix,  insert  the 
AVordPerfect  diskette  into  one  of  your  drives  and 
click  on  the  diskette  icon  in  the  upper  left  of  your 
screen  until  the  "Path"  heading  reads 
"AVordPerfect." 

3  Move  the  cursor  to  the  LEARN  directory,  then 
click  on  Look  to  display  the  files  in  the  LEARN 
directory. 


|#  File  Edit  Searcli  Print  Line  Page  Stale  Footnote  Spscial 


B  Prefix: /SCREE1I12/ 
&  Pathi/KORDPERFECT/LEB 


Boouinent  Size: 
Free  Disk  Space: 


I 

i|92 


Filenoae 

Tape 

Blks 

IIDDRSF.IRH 

WP 

1 

CRIlPH.Lmi 

Iff 

5 

LEITER.IRH 

WP 

3 

lEIIERl.Lill 

WP 

3 

IEIIER2.LRH 

WP 

3 

NOTICE. LRU 

WP  : 

3 

PEfiMITS.LRH 

WP 

7 

Hodified 
Dote  lime 


Created 
Dots  Time 


6/fEB/87 


5/FEB/87 
6/FEB/87 
6/FEB/87 
l/FEB/87 
6/FEB/a7 
6/FEB/8? 


6/FEB/87_ 

6/FEB/67 

6/FES/87 
6/FEB/87 
6/FEB/87 


[  Retrieve  )  C  Create  ]  C  Oelete  ]  (  Format  ]  (  Print  )  (  Search  3 
[  lock  )  (  Rename  ]  C  Prefix  )  (  Qnline  ]^ 
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8.2  Word  Search 


You  know  that  the  file  you  are  looking  for  should 
have  Ranger  Smith's  name  and  a  Tree  Harvest 
Request  Form  in  it.  Therefore,  do  a  Word  Search  for 
all  files  with  "Smith"  in  them. 


1  Click  on  Search  to  begin  a  Word  Search. 

2  Enter  smith  to  find  all  the  files  that  have  "Smith" 
in  them. 

You  do  not  need  to  type  uppercase  letters  to  match  a 
word. 

3  Press  Return  to  begin  the  search. 

WordPerfect  displays  only  those  files  containing  the 
word  "Smith." 


It  FiU  Edit  Search  Print  Line  Page  Stak  Footnote  Special 


B  Prefix: /SCREEN12/ 
B  Path:/WORIPERFECT/LEflR» 


Document  Size:  1 
Free  Disk  Spooe:  ffi 


Filenome 

Tape  BIks 

Modified 
Dote  Time 

Created 
Bate  Time 

ROTICE.IRN 
PERMITS.  LRH 
PERHilSS.lRN 
REPDOT.LRN 

Iff  3 
HP  7 
HP  1 
HP  11 

6/FEB/87  !:8B 
6/FEB/87  8:86 
6/fEB/87  8:6B 
WllR/88  8:83 

6/FEB/87  8:88 
6/FEB/87  fl;B6 
6/FEB/87  B;8B 
VJ8K/88  8:83 

C  Retrieve  )  (  Create  }  C  Belete  )  C  Format  )  (  Print  )  t  Seorch  ) 
C  Lock  3  [  Renoffle  )  (  Prefix  3  C  Online  yf^i 


l(  Exit  3 


You  may  enter  up  to  nine  words  as  search  patterns. 
When  you  want  to  begin  the  search,  press  Return 
without  typing  a  pattern. 
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8.3  Look  You  have  now  limited  the  files  to  just  a  few.  Begin 

using  the  Look  feature  to  find  the  file  with  the  Tree 
Harvest  Request  Form. 

1  Move  the  cursor  to  the  REPORTS? .LRN  file. 

2  Click  on  Look  to  display  the  text  in  the  file. 

3  Click  on  Continue  to  page  down  through  the  file. 
The  request  form  is  not  in  the  REPORT87.LRN  file. 

4  Click  on  Cancel  to  exit  the  REPORT87.LRN 
Look  window  and  return  to  the  File  Management 
screen. 

5  Move  the  cursor  to  the  TREES.LRN  file. 

6  Click  on  Look  to  display  the  text  in  the  file. 
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7  Click  on  Continue  to  page  down  through  the  file. 

The  request  form  is  displayed  in  the  TREES. LRN 
Look  window.  You  have  found  the  correct  file. 


^Fih  Edit  Seorch  Print  line  ?m  Stjil?  Footimts  Special 


be  able  to  identifs  the  trees  thot  can  be  lesallij  harvested. 

If  m  ore  interested  in  horuestins  trees  in  1986,  fill  out  the  request 
foru  below  and  send  it  to: 
John  T.  Smith 
Pork  Director 
Lone  Pine  Hotionol  Park 
Fremont,  UT  8H666 

Hequest  for  Tree  Noruest 
Home  Dote  of  Harvest 

Bddress 

Iijpe  of  tree 


COiTlHyt     J  r  CIHDEL 


8  Click  on  Cancel  to  exit  the  TREES. LRN  Look 
window  and  return  to  the  File  Management  screen. 


8.4  Edit  the  File 


You  are  now  ready  to  replace  Ranger  Smith's  name 
with  Douglas  R.  LaRue's  name,  then  save  the  new 
document. 


1  Move  the  cursor  to  the  TREES.LRN  file,  then 
click  on  Retrieve  to  retrieve  the  TREES.LRN  file. 

2  Choose  Search  and  Replace  from  the  Search 
menu. 

3  Type  John  T.  Smith  as  the  search  string  to  find 
Ranger  Smith's  name. 

4  Move  the  cursor  to  the  "Replace  With"  box. 

5  Type  Douglas  R.  LaRue  as  the  replacement 
string. 

6  Click  on  OK  to  execute  the  replacement. 


sinjla,  less  tiion  an  inch  lonj.  Cones  haue 
thiok  woody  scales. 

Juniper  or  Cejiir  -  Needles  reduced  to  little 
green  scoles  on  the  twigs, : cones  reduced  to 
smoll  hluish  berries. 

It  is  essentiol  thot  onpne  cutting  Christmas  trees  for 
personol  or  coimerciol  use  be  able  to  identify  the  trees  that 
can  be  legally  harvested. 

If  m  are  interested  in  harvesting  trees  in  1986,  fill  out 
the  request  fori  below  and  send  it  to: 

Douglas  B.  LoRue 
Pork  lireotor 
Lone  Pine  Kational  Pork 
freaont,  UT  mu 


Doc  1  Pg  1  In  32  Pos  18 
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Choose  Close  from  the  File  menu,  then  cUck  on 
Yes  to  save  the  edited  document. 

Type  1/learn/larue.bac  as  the  filename,  then 
click  on  OK. 

Click  on  No  to  clear  the  screen. 


8.5  Rename  and  Print     Now  that  you  have  saved  the  edited  document, 

rename  the  file,  then  print  it. 

1  Choose  File  Management  from  the  File  menu. 

2  If  AVordPerfect  is  not  the  default  prefix,  insert  the 
/WordPerfect  diskette  into  one  of  your  drives  and 
click  on  the  diskette  icon  in  the  upper  left  of  your 
screen  until  the  "Path"  heading  reads 
"/WordPerfect." 

3  Move  the  cursor  to  the  LEARN  directory,  then 
click  on  Look  to  display  the  files  in  the  LEARN 
directory. 

4  Move  the  cursor  to  the  TREES.LRN  file. 

5  Click  on  Rename  to  begin  renaming  the  file. 

6  Type  larue.trs  as  the  new  filename,  then  click  on 
OK. 
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7  Click  on  Print  to  print  the  document. 

8  Click  on  Exit  to  exit  the  File  Management  screen. 
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I  Advanced  Features 


) 


) 


) 


Lesson  9:  Footnotes/Page  Numbers 


Whether  you  are  writing  a  term  paper  for  school  or 
compiling  a  major  investment  proposal,  WordPerfect 
provides  features  that  help  you  quickly  document  your 
research. 

In  this  lesson,  you  add  a  quote  and  footnote  to  the 
Lone  Pine  Annual  Report,  then  edit  another  document 
using  a  second  window  and  the  Replace  feature. 

While  working  through  this  lesson,  you  learn  the 
following  facts  about  WordPerfect's  features: 

•  Center  Page  lets  you  print  a  page  of  text  that  is 
centered  vertically. 

•  Go  To  Page  moves  the  cursor  to  the  top  of  a 
designated  page. 

•  Spacing  and  Indent  help  you  format  a  quote  on  the 
page. 

•  Footnotes  are  numbered  automatically  for  you. 

•  Open  lets  you  open  many  documents  at  the  same 
time. 

•  New  Page  Number  lets  you  start  page  numbering 
with  any  number  and  on  any  page. 

»    Page  numbering  can  be  done  in  a  header. 

The  skills  you  learn  in  this  lesson  can  be  used  to 

»    Create  reports  and  term  papers  for  school. 

•  Document  your  research  with  footnotes. 

"    Edit  several  documents  at  the  same  time. 

•  Create  advanced  papers  such  as  proposals,  theses, 
and  dissertations. 
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9.1  Retrieve  a 
Document 


Retrieve  the  Annual  Report  and  center  the  title  page. 

1  Choose  Retrieve  from  the  File  menu. 

2  Type  1/learn/report.lrn  as  the  filename,  then 
click  on  OK  . 


|#ril'e  Edit  Search  Print  Line  P 

ge  Stale  Footiiote  Special 

1 

□ 

report.lrn 

lone  Pine  Motional  Park 

llnntial  Report 
198B 


Compiled  by 
Ronser  Douglas  R.  LoRue 
Pork  Director 

PREFACE 


This  report  is  o  sumoru  of  the  asar's  activities. 
Doc  1  Pg  1  Ln  1  Pes  le 
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3  Choose  Center  Page  from  the  Page  menu  to 
center  the  text  vertically  on  the  title  page. 

The  text  will  not  be  centered  on  the  page  until  you 
print  the  report. 


) 
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9.2  Change  Spacing 
and  Indent 


Insert  a  quotation  into  tlie  report  and  change  spacing 
and  indentation  to  prepare  for  the  quoted  material. 


1  Choose  Go  To  Page  from  the  Search  menu. 

2  Type  3  ,  then  click  on  OK  to  move  to  the  top  of 
page  3. 

3  Move  the  cursor  to  the  blank  line  following 
"Hunting  Hours"  (Line  25,  Position  15). 

4  Choose  Spacing  from  the  Line  menu  to  change  the 
line  spacing. 

5  Type  1  for  single  spacing,  then  click  on  OK  . 

6  Choose  Indent,  Left/Riglit  from  the  Line  menu  to 
begin  indenting  one  tab  stop  from  the  left  and  right 
margins  for  the  quotation. 

7  Press  Tab  to  indent  the  first  line  of  the  quotation 
an  extra  tab  stop. 


I  it  File  Edit  Ssiirch  Print  Line  Page  Stuls  Footnote  Special 


report.lrn 


Permits 

During  the  1935  Hunting  seoson  the  Lone  Pine  Gone 
km  Reserue  offered  permits  for  the  toking  of  Deer, 
Elk,  Antelope,  Moose,  Buffalo,  Rocky  Mountoin  (joot,  ond 
Bighorn  Sheep.  Ihe  peri  its  iiere  issued  hg  lotterg, 
bid,  and  once-in-a-lifetinie  priorities.  Ihe  hunting 
hours  were  continued  as  per  recomendotion  of  the  ISBI 
progron  iiprowment  proposal: 

HUHTIHS  HOURS 

I 

Boo  1  Pg  3  Ln  25  Pos  25 


5 
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9.3  Type  the  Quotation    Type  the  quotation,  then  change  baclc  to  double 

spacing. 


1  Type  It  is  unlawful  to  take  big  game  except 

during  daylight  hours.  Daylight  hours 
are  defined  as  that  period  between  one- 
half  hour  before  official  sunrise  to  one- 
half  hour  after  official  sunset. 

2  Press  Return  to  end  indenting  and  move  the 
cursor  to  the  next  line. 

3  Choose  Spacing  from  the  Line  menu  to  change  the 
line  spacing. 

4  Type  2  for  double  spacing,  then  click  on  OK  . 


<t  File  Edit  SmicIi  Print  Line  Page  Stale  Footnott  Spsciol 


Elk,  flntelofe,  Moose,  Bgffolo,  lock!)  Homtoin  Mi,  mi 
Bighorn  Sheep.  Ihe  permits  were  issued  ba  lottera, 
bid,  ond  once-in-o-lifetiue  priorities.  The  hunting 
hours  were  continued  as  per  recoimendation  of  the  1981 
progroni  inprovenient  proposal: 


during  doijlight  hours.  Daalight  hours  are 


HUHTIHG  HOURS 
It  is  unlawful  to  toke  big  gone  except 


defined  os.thot  period  between  one-holf  hoar 


before  official  sunrise  to  one-half  hour 


after  official  sunset. 


Doc  1  Pg  3  Ln  38  Pos  15 
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9.4  Create  a  Footnote      The  quotation  needs  to  be  footnoted. 

1  Press  the  Left  Arrow  key  (<-)  twice  to  move  the 
cursor  to  the  end  of  the  quotation  (Line  29, 
Position  42). 

2  Choose  Create  from  the  Footnote  menu  to  create  a 
new  footnote. 

You  are  placed  in  a  special  editing  window  for 
footnotes. 

The  "Create  Footnote"  title  appears  on  the  title  bar. 

3  Type  1986-87  State  Big  Game  Proclamation  as 

the  text  of  the  footnote. 

4  Choose  Close  from  the  File  menu  to  exit  the 
footnote  editing  screen,  save  the  footnote,  and 
return  to  your  document. 


|#file  Edit  Search  Print  im  P 

88  Style  Footniit?  Special  : 

:  1 

!□ 

report.lrn 

B 

Elk,  Sntelope,  Moose,  Buffalo,  Rockii  Mountain  Soot/  end 
Bighorn  Sheep.  The  permits  were  issued  ba  lottera, 
bid,  and  once-in-o-lifetime  priorities.  The  hunting 
hours  were  continued  as  per  recoimendation  of  the 
progroB  iuprouenent  proposal: 

HUHiiHE  mm 

It  is  unlawful  to  take  big  goie  except 
:  during  daylight  hours.  Boylight  hours  are 
defined  as  that  period  between  one-half  hour 
before  official  sunrise  to  one-half  hour 
after  official  sunset. 1| 
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9.5  Open  a  New  To  edit  a  graph  from  a  separate  file  and  move  it  into  a 

Window  and  Retrieve     document,  it  is  easiest  to  first  open  a  new  window  and 

retrieve  tlie  graph  into  the  second  window. 


1  Choose  Go  To  Character  from  the  Search  menu. 

2  Type  :  (a  colon)  to  move  the  cursor  to  the  colon  at 
the  end  of  the  graph  statement. 

3  Press  the  Down  Arrow  key  (i)  to  move  the  cursor 
to  Line  48,  Position  15. 

4  Choose  Open  from  the  File  menu  to  open  a 
second  document  window. 


"Doc  2"  appears  on  the  status  line. 

5  Type  1/learn/graph.lrn  ,  then  click  on  OK  to 
retrieve  GRAPH.LRN  into  the  second  document 
window. 
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9.6  Replace 


Replace  the  "$"  with  "="  in  the  graph. 


1  Choose  Search  and  Replace  from  the  Search 
menu  to  begin  a  Search  and  Replace. 

2  Type  $  as  the  search  string. 

3  Press  Tab  to  move  the  cursor  to  the  "Replace 
with:"  box. 

4  Type  =  as  the  replace  string. 

5  Click  on  OK  to  execute  the  replacement. 
WordPerfect  will  replace  every  occurrence  of  "$"  with 
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9.7  Move  the  Edited 
Graph 


Now  that  you  have  edited  the  graph,  you  are  ready  to 
move  it  into  the  body  of  the  report. 

1  Move  the  cursor  to  the  top  of  the  graph. 

2  Choose  Move  Page  from  the  Edit  memi,  then  click 
on  Cut  to  remove  the  page  from  the  window. 

3  Choose  Switch  Documents  from  the  File  menu, 
type  1  to  switch  to  Document  1 ,  then  click  on  OK. 

4  Choose  Paste  from  the  Edit  menu  to  insert  the 
edited  graph  into  the  report  at  the  cursor. 

5  Move  the  cursor  to  the  hne  just  above  the 
introduction  to  the  graph  (Line  44,  Position  46). 

6  Choose  New  Page  from  the  Page  menu  to  insert  a 
hard  page  break. 

7  Move  the  cursor  down  several  lines  to  see  the 
graph  retrieved  into  the  document. 
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9.8  Restart  Page  You  want  page  numbering  to  begin  witti  tlie  body  of 

Numbering  tlie  report  rather  tlian  witli  the  title  page,  so  start 

numbering  over  on  page  3  and  place  the  page 

numbers  in  a  header 

1  Choose  Go  To  Page  from  the  Search  menu. 

2  Type  3,  then  click  on  OK  to  move  to  the  top  of 
page  3. 

3  Choose  New  Page  Number  from  the  Page  menu. 

4  Type  1,  then  click  on  OK  to  start  the  numbering  at 
one. 

5  Choose  Headers  and  Footers  from  the  Page 
menu  to  begin  defining  a  header 

6  Click  on  Header  A  ,  then  click  on  Every  Page  to 

have  the  header  printed  at  the  top  of  every  page. 

You  are  placed  in  a  special  editing  window  for 
headers  and  footers. 

7  Choose  Flush  Right  from  the  Line  menu  to  place 
the  header  at  the  right  margin. 

8  Type  Lone  Pine  Annual  Report  -  as  the  text  of 
the  header 

9  Press  the  Space  Bar  to  add  a  space  between  the 
text  and  the  upcoming  page  number 
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1 0  Choose  Merge  from  the  Special  menu,  then  cUck 
on  '^N  Next  Record  to  insert  ^N. 

is  a  code  that  tells  WordPerfect  to  insert  the  page 
number. 

1 1  Choose  Close  from  the  File  menu  to  save  the 
header,  exit  the  header/footer  editing  window,  and 
return  to  your  document. 


I^Fil?  Edit  Searcli  Print  tins  fmt  Stjjl?  Footnote  Special 


During  the  1S85  Huntinj  season  the  Lone  Pine  Come 
Gme  Reserve  offered  permits  for  the  tokinj  of  Deer, 
Elk,  flntelope.  Moose,  Buffalo,  Rocky  Mountain  Hoot,  and 
Bighorn  Sheef.  The  permits  were  issued  ha  lottera, 
bid,  and  oBce-in-a-lifetine  priorities.  The  hunting 
hours  were  continued  as  per  recoiraiendotion  of  the  1881 
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9.9  New  Page  Number     In  numbering  the  pages  of  your  report,  make  an 

allowance  for  pages  to  be  inserted  later.  Restart  page 
numbering  at  15  on  the  summary  page. 

1  Choose  Search  from  the  Search  menu. 

2  Type  summary  . 

3  If  the  "Forward"  button  is  not  highlighted,  click  on 
it  to  turn  it  on. 

4  Click  on  OK  to  execute  the  search. 

The  cursor  stops  to  the  right  of  the  first  occurrence  of 
"summary." 

5  Press  a  Home  key  (5  or  7  on  the  Number  Pad) 
three  times,  then  press  the  Left  Arrow  key  (^)  to 
move  to  the  left  margin  before  any  codes. 

Do  not  worry  that  the  cursor  is  in  the  middle  of  a 
word;  it  is  in  front  of  all  codes. 

6  Choose  New  Page  Number  from  the  Page  menu 
to  specify  a  new  page  number 
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7  Type  15,  then  click  on  OK  to  start  page  numbering 
at  15. 


Because  of  insreosed  rewnues  durina  1985,  the 
park  W04  able  to  meet  most  of  its  outstandins 
obligations.  The  prosrom  improvenient  proposal  for  the 
1986-87  aeor  can,  in  port,  be  funded  through  pork 
revenues.  However,  the  donated  funds  mentioned  in  the 
proposal  are  needed  to  complete  the  1986-87  projeots. 
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9.10  Print  and  Save        Print  and  save  the  document,  then  clear  the  screen. 

1  Choose  Print  from  the  Print  menu  to  print  the 
report. 

2  Choose  Close  from  the  File  menu,  then  click  on 
Yes  to  begin  saving  the  report. 

3  Type  l/learn/report.2  as  the  filename,  then  click 
on  OK. 

4  Click  on  No  to  clear  the  screen. 


) 
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9.11  Exit  Document  2      You  need  to  close  the  window  you  created  for 

Document  2. 


1  Choose  Switch  Documents  from  the  File  menu. 

2  Type  2,  then  click  on  OK  to  switch  to  document  2. 

3  Choose  Close  from  the  File  menu,  click  on  No, 
then  click  on  Yes  to  exit  Document  2. 
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Lesson  10:  Footnotes  and 
Endnotes 


When  you  need  to  include  footnotes  and/or  endnotes 
in  any  document,  from  a  term  paper  to  a  proposal, 
WordPerfect's  Footnote  and  Endnote  features  give  you 
a  quick  and  easy  way  to  do  it. 

In  this  lesson,  you  create  footnotes  for  the  Lone  Pine 
Big  Game  Report  using  two  different  styles. 

While  working  through  this  lesson,  you  learn  the 
following  facts  about  WordPerfect's  Footnote  and 
Endnote  features: 

•  Footnotes  are  numbered  and  renumbered 
automatically. 

•  WordPerfect  adjusts  page  lengths  to  accommodate 
footnotes  at  the  bottom  of  the  page. 

•  Endnotes  are  compiled  at  the  end  of  your 
document. 

•  You  can  quickly  change  the  style  of  your 
footnotes/endnotes. 

•  Footnotes  and  endnotes  can  be  in  the  same 
document. 

The  skills  you  learn  in  this  lesson  can  be  used  to 
document  your  research  with  footnotes  and  endnotes. 


10.1  Retrieve  a 
Document 


Retrieve  the  Lone  Pine  Big  Game  Report. 

1  Clioose  Retrieve  from  the  File  menu  to  begin 
retrieving  a  document. 

2  Type  l/learn/report87.1rn,  then  click  on  OK  to 
retrieve  the  REPORT87.LRN  file. 


Lone  Pine  Hotionol  Park 

Bis  Some  Bsport 
1997 


Compiled 
Ronger  John  T.  Snith 
Pork  Director 

PREFHCE 


This  report  is  o  sumrara  of  the  seor's  activities, 
OS  well  OS  gools  for  the  Big  Gaine  Reserve  of  Lone  Pine 
Hotionol  Pork  for  1988. 
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10.2  Create  Footnotes 


The  exact  steps  for  creating  the  first  footnote  are 
outlined  below.  Only  the  document  location  and  text 
are  provided  for  the  second  and  third  footnotes. 

1  Move  the  cursor  to  the  end  of  the  first  paragraph 
on  page  3  (Line  10,  Position  56). 

2  Choose  Create  from  the  Footnote  menu  to  create  a 
footnote. 

3  Type  Ransom  A.  Grant,  "The  Uncounted," 

Rangers  in  Review.  2  February  1984, 
pp.  47-49. 


IliFilf  Idit  Seorch  Print  Line  Pogs  Stjfl?  footnote  Special 


Create  Footnote 


Ransom  B.  Grant,  "The  Unoountod,"  ] 
February  tSSI,  pp.  i|H9.| 
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4  Choose  Close  from  the  File  menu  to  exit  the 
footnote  screen  and  return  to  the  document. 

For  the  second  footnote,  follow  the  basic  steps  above 
and  type  the  indicated  text: 

B  Move  the  cursor  to  the  end  of  the  second 
paragraph  on  page  3  (Line  27,  Position  21). 

) 
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6  Type  John  L.  Winterset,  "Program 

Improvement  Report,"  Government 
Documents  Ouarterlv.  April  1982, 
pp.  78-  92. 

For  the  third  footnote,  fohow  the  basic  steps  above 
and  type  the  indicated  text: 

7  Move  the  cursor  to  the  end  of  the  first  paragraph 
on  page  5  (Line  13,  Position  33). 

8  Type  Winterset,  pp.  78-92. 
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10.3  Create  Endnotes      The  exact  steps  for  creating  the  first  endnote  are 

outlined,  then  the  location  and  text  are  provided  for 
the  second  and  third  endnotes. 

1  Move  the  cursor  to  the  end  of  the  last  paragraph 
on  page  4  (Line  17,  Position  22). 

2  Choose  Endnote  Create  from  the  Footnote  menu 
to  begin  defining  an  endnote. 

The  endnote  number  is  automatically  inserted,  and 
you  are  placed  in  a  special  editing  screen  for  endnotes 
and  footnotes. 

"Create  Endnote"  appears  on  the  title  bar. 

3  Choose  Indent,  Left  from  the  Line  menu  to  indent 
the  endnote  text. 

4  Type  the  following  as  the  endnote  text: 

John  R.  Last,  Tags  and  Other  Wildlife  T  Have 
Known  (Flatwood:  Flatwood  Univ.  Press,  1984), 
pp.  23-25. 

5  Choose  Close  from  the  File  menu  to  exit  the 
endnote  screen. 

For  the  second  endnote,  follow  the  basic  steps  above 
and  type  the  indicated  text. 

6  Move  the  cursor  to  the  end  of  the  paragraph  on 
page  7  (Line  7,  Position  45). 

7  Type  Lloyd,  pp.  33-64. 

For  the  third  endnote,  follow  the  basic  steps  above 
and  type  the  indicated  text. 

8  Move  the  cursor  to  the  end  of  the  first  sentence  on 
page  6  (Line  4,  Position  38). 
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9  Type  the  following: 


Douglas  Lloyd,  "The  Thrill  of  It  All,"  Social 
Hunting  Register.  189th  ed.,  (Flatwood: 
Flatwood  Univ.  Press,  1982),  pp.  33-64. 

Notice  that  though  this  is  the  third  endnote  you  have 
typed,  it  has  been  inserted  between  the  other  two.  As 
a  result,  the  endnotes  have  been  automatically 
renumbered,  and  this  has  become  endnote  #  2. 
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10.4  Create  an  When  endnotes  are  printed,  they  appear  at  the  end  of 

Endnote  Page  the  document.  Most  of  the  time  you  will  want  them 

on  a  separate  page,  possibly  with  a  title. 

1  Drag  the  scroll  box  to  the  bottom  of  the  scroll  bar 
to  move  the  cursor  to  the  end  of  the  document. 

2  Choose  New  Page  from  the  Page  menu  to  insert  a 
Hard  Page  break  and  start  a  new  page. 

3  Choose  Center  from  the  Line  menu  to  turn  on 
Center. 

4  Choose  Bold  from  the  Style  menu  to  turn  on  Bold. 

5  Choose  Underline  from  the  Style  menu  to  turn  on 
Underline. 

6  Type  Endnotes  as  the  title. 

7  Choose  Bold  from  the  Style  menu  to  turn  off  Bold. 

8  Choose  Underline  from  the  Style  menu  to  turn  off 
Underline. 

9  Press  Return  to  turn  off  Center  and  move  the 
cursor  to  the  next  line. 


it  File  Hit  Seorch  Print  Ling  fm  Stale  Footnote  Special   | 

n                              report87.1rn  □ 

forfeiture  of  the  cord  (except  in  "Kriuosi 
Heights"). 

i> 

Ihe  goals  ond  improvements  for  the  198B-S9  hunts 
ore  gii/en  in  detail  in  the  Prosram  ImproMiients  Report. 

Surmora 

Becouse  of  increased  revenues  during  IS87,  due 
largelsi  te  Sig  Come  Permits,  the  pork  was  oble  to  meet 
most  or  its  outstanding  obligations,  hmm,  the 
donated  funds  mentioned  in  the  proposol  are  needed  to 
complete  the  1988-89  projects. 
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10.5  Print  Print  the  document  to  see  how  the  footnotes  and 

endnotes  look. 

1   Choose  Print  from  the  Print  menu  to  print  the  Big 
Game  Report. 

) 


Notice  that  the  footnotes  are  printed  at  the  bottom  of 
the  page  while  the  endnotes  appear  on  the  last  page  of 
the  document. 
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10.6  Edit  a  Footnote       A  date  and  month  need  to  be  changed  in  the  second 

footnote.  By  entering  the  footnote  number, 
WordPerfect  finds  and  displays  the  footnote  you  want 
to  edit. 


1  Choose  Edit  from  the  Footnote  menu  to  begin 
editing  a  footnote. 

2  Type  2  to  edit  the  second  footnote,  then  click  on 
OK. 

3  Move  the  cursor  to  the  "A"  in  "April  1982." 

4  Press  the  Number  Pad  .  (period)  key  until  you 
delete  "April  1982." 

5  Type  June  1983  as  the  new  text. 


I* File  Edit  Search  Print  Line  Pog?  Stale  Foatnote  Specio! 


Create  Endnote 


1  John  L.  Winterset,  "Progrom  Iiprovement  Report,"  CovernBent 
■  "    ■  ' :,  June  15831  pp.  78-92. 
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6  Choose  Close  from  the  File  menu  to  return  to  the 
document. 
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10.7  Change 
Numbering  Styles 


) 


A  variety  of  options  are  available  for  changing  the 
style  of  footnote  and  endnote  numbering. 

1  Drag  the  scroll  box  to  the  top  of  the  scroll  bar  to 
move  the  cursor  to  the  beginning  of  the  document. 

2  Choose  Options  from  the  Footnote  menu  to 
display  the  Footnote  Options  dialogue. 

3  Click  on  the  "Endnote  Numbering"  button  to  begin 
changing  the  Endnote  numbering  mode. 

4  Click  on  the  "letters"  button  to  select  letters  for  the 
Endnote  numbering  mode. 

5  Click  on  OK  to  confirm  your  selection. 

The  Endnote  numbering  style  has  been  changed  for 
endnote  numbers  in  the  document.  You  can  now 
customize  your  own  numbering  style. 

6  Click  on  the  "Note  Style"  button  to  begin  changing 
the  Footnote  numbering  style. 

7  Hold  down  Control,  press  u,  press  the  Down 
Arrow  key  (i)  until  you  highlight  "Underline," 
then  press  Return  to  insert  an  Underline  On  code 
in  the  "Footnote  Style  String  In  Text"  box. 

If  you  want  to  enter  a  feature  code  into  a  Note  Style 
string,  you  must  choose  the  feature  from  the  Help 
feature  with  the  keyboard. 

8  Hold  down  Control,  press  f,  press  the  Down 
Arrow  key  (I)  until  you  highlight  "Footnote, 
Create,"  then  press  Return  to  insert  a  footnote 
code  in  the  string. 
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9  Hold  down  Control,  press  u,  press  the  Down 
Arrow  key  (i)  until  you  highlight  "Underline," 
then  press  Return  to  insert  an  Underline  Off  code. 


10  Type /(a  slash). 

You  have  now  changed  the  footnote  numbering  style 
for  the  numbers  that  appear  in  the  text  of  your 
document. 

1 1  Press  Tab  to  move  the  cursor  to  the  "Footnote 
Style  String  In  Note"  box. 

12  Follow  the  same  steps  (7-10)  as  outlined  above  to 
insert  the  same  style. 

1 3  Click  on  OK  twice  to  exit  the  Footnote  Options 
menu. 
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This  report  u  a  imrnn  of  the  aeor's  octivities, 
05  well  as  soals  for  the  Bis  Come  Reserve  of  Lone  Pine 
Hotional  Pork  for  1988.1 
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10,8  Print  and  Clear       Print  the  report  again  and  notice  the  change  in 
the  Screen  numbering  style  for  the  footnotes  and  endnotes  in  the 

text  and  in  the  notes. 

1   Choose  Print  from  the  Print  menu  to  print  the 
edited  Big  Game  Report. 


2  Choose  Close,  then  cUck  on  No  twice  to  clear  the 
screen  without  saving  the  document. 
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Macros 


I 


Lesson  11:  Macros 


In  this  lesson,  you  use  WordPerfect's  Macro  feature  to 
type  a  closing  for  a  notice  from  the  Lone  Pine  Ranger 
Station.  Once  you  have  inserted  the  closing,  you  use 
another  macro  to  send  the  notice  to  the  printer. 

While  working  through  this  lesson,  you  learn  the 
following  facts  about  WordPerfect's  Macro  feature: 

•  A  macro  remembers  a  series  of  keystrokes  or 
mouse  commands. 

•  A  document  can  be  automatically  printed  with  a 
macro. 

•  A  macro  can  close  a  letter. 

•  You  need  to  enter  the  macro  name  before  starting 
the  macro. 

•  Most  of  the  steps  in  a  macro  are  actually 
performed  as  you  record  the  macro. 

The  skills  you  learn  in  this  lesson  can  be  used  to 
create  a  macro  that  can 

•  Type  a  letter  closing. 

•  Print  a  document. 
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11.1  Define  a  Macro        Create  a  macro  that  sends  one  copy  of  the  document 

on  your  screen  to  printer  1 . 

Make  sure  you  have  set  the  macro  prefix  (4/  on  the 
Prefix  screen)  before  you  begin  this  lesson.  If  you 
need  help,  see  Prefix  in  the  Reference  section. 

1  Choose  Macro  Define  from  the  Special  menu  to 
begin  defining  the  macro. 

2  Type  print  for  the  macro  name,  then  click  on  OK. 

"Macro  Def  appears  on  the  status  line.  From  now 
until  you  end  the  macro  definition,  each  key  you 
press  or  mouse  command  you  enter  will  be  recorded 
as  part  of  the  macro. 

3  Choose  Print  from  the  Print  menu. 

4  Choose  Macro  Define  from  the  Special  menu  to 
end  defining  the  macro. 

The  keystrokes  or  mouse  commands  used  to  print  a 
document  from  the  screen  are  recorded  in  the  macro. 
The  screen  remains  clear 
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11.2  Define  a  Second 
Macro 


) 


i 


Create  a  macro  consisting  of  a  format  change  (tab 
setting),  text  (a  closing),  and  some  extra  spacing. 

1  Choose  Macro  Define  from  the  Special  menu  to 
begin  defining  the  macro. 

2  Type  your  first  initial  (e.g.,  J)  as  the  macro  name, 
then  click  on  OK. 

You  are  now  ready  to  record  the  first  part  of  your 
macro — a  tab  setting. 

3  Choose  Tab  Set  from  the  Line  menu. 

4  Click  on  position  0  on  the  Tab  Ruler. 

5  Execute  the  Keyboard  Equivalent  for  Delete  End 
of  Line  to  erase  the  current  tab  stop  settings. 

The  preassigned  Keyboard  Equivalent  for  Delete 
End  of  Line  is  executed  by  typing  Apple-Right  Arrow. 
If  you  have  assigned  a  new  Keyboard  Equivalent  to 
Delete  End  of  Line,  you  must  execute  the  new 
Equivalent.  For  a  list  of  preassigned  Keyboard 
Equivalents,  see  Keyboard  Equivalents  in  the 
Reference  section  of  this  manual  or  your  Quick 
Reference  card. 

6  Double-click  on  the  Arrow  at  the  right  end  of  the 
tab  ruler  to  reveal  positions  40-80. 

7  Double-click  on  position  45  to  set  a  tab  at  position 
45. 

8  CHck  on  OK  to  exit  the  Tab  Set  dialogue. 

Now,  record  the  next  part  of  your  macro — the  closing. 

1  Press  Tab  to  move  the  cursor  to  the  tab  stop. 

2  Choose  Center  from  the  Line  menu  to  begin 
centering  at  the  tab  stop. 
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3  Type  Sincerely, 

4  Press  Return  four  times  to  end  centering  and  add 
tliree  blank  lines  for  a  signature. 

5  Press  Tab  to  move  the  cursor  to  the  tab  stop. 

6  Choose  Center  from  the  Line  menu  to  begin 
centering  at  the  tab  stop. 

7  Type  Ranger  and  your  own  name. 

8  Press  Return  to  end  centering  and  move  to  the 
next  line. 

9  Press  Tab  to  move  the  cursor  to  the  tab  stop. 

1 0  Choose  Center  from  the  Line  menu  to  begin 
centering  at  the  tab  stop. 

1 1  Type  Park  Director 

1 2  Choose  Macro  Define  from  the  Special  menu  to 
end  defining  the  macro. 


Ranger  Hank  Tovms 
Park  Direotorl 
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Since  macros  are  automatically  saved  in  the  macro  file 
(on  prefix  4/),  you  can  clear  the  screen  without  saving 
the  macro. 


1 3  Choose  Close  from  the  File  menu,  then  click  on 
No  twice  to  clear  the  screen. 


s 


) 
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11.3  Retrieve  a  Retrieve  the  NOTICE.LRN  document. 

Document 

1  Choose  Retrieve  from  the  File  menu. 

2  Type  1/learn/notice.lrn,  then  click  on  OK  to 
retrieve  the  NOTICE.LRN  document. 


) 


) 
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11.4  Execute  a  Macro      Use  one  of  your  macros  in  the  document. 

1  Move  the  cursor  to  the  "S"  in  "Sincerely"  (Line  21, 
Position  10). 

2  Press  a  Home  key  (5  or  7  on  the  Number  Pad) 
three  times,  then  press  the  Left  Arrow  key  (<- )  to 
move  to  the  beginning  of  the  line  before  any 
codes. 

3  Execute  the  Keyboard  Equivalent  for  Delete  End 
of  Page,  then  click  on  Yes. 

The  preassigned  Keyboard  Equivalent  for  Delete 
End  of  Page  is  executed  by  typing  Apple-Down 
ArroMK 

4  Choose  Macro  Execute  from  the  Special  menu. 

5  Type  your  first  initial  as  the  macro  name,  then 
click  on  OK  to  execute  the  macro. 

The  new  closing  appears  on  the  screen. 


IttFih  Edit  Search  Print  Line  P 

ae  Stiile  Footnote  Spsciol 

□ 

notice.lrn 

If  no  response  is  received  ba  15  December  1986,  m  will  be 
subject  to  lesol  action. 


Sincerelsi, 


Bcnger  Honk  Towns 
Perk  Director 
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11.5  Print  and  Save 


Print  the  document  using  the  "print"  Macro,  then  save 
it. 


1  Choose  Macro  Execute  from  the  Special  menu. 

2  Type  print  as  the  macro  name,  then  clicl:  on  OK 
to  execute  the  macro. 

3  Choose  Close  from  the  File  menu,  then  click  on 
Yes  to  begin  saving  the  document. 

4  Type  1/learn/noticel.lrn  as  the  filename,  then 
click  on  OK. 

5  Click  on  No  to  clear  the  screen. 
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Lesson  12:  Macro  Chaining 


In  this  lesson,  you  create  a  simple  macro  chain  that 
centers  the  page,  inserts  the  current  date,  and  sends 
two  copies  of  a  campsite  reservation  letter  to  the 
printer. 

While  working  through  this  lesson,  you  learn  the 
following  facts  about  WordPerfect's  features: 

•  When  you  chain  two  macros  together  in  a  simple 
chain,  all  of  the  functions  in  the  first  macro  are 
completed  before  WordPerfect  starts  the  second 
macro. 

•  Select  Print  Options  on  the  Printer  Control 
dialogue  can  be  used  to  change  the  number  of 
copies  of  a  document  that  you  want  printed. 

The  skills  you  learn  in  this  lesson  can  be  used  to 
quickly  and  accurately  perform  a  task  which  you  need 
to  perform  repeatedly  throughout  a  document. 
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12.1  Retrieve  a 
Document 


Retrieve  the  campsite  reservation  letter. 

1  Choose  Retrieve  from  the  File  menu. 

2  Type  1/learn/camps.lrn,  then  click  on  OK  to 
retrieve  the  CAMPS. LRN  document. 


|«t File  Edit  Search  Print  Line  Page  Stale  Footnote  Special 


Lnne  Pine  Kirtinnnl  Park 

CIIHPSITE  RESERVSTIOHS 

The  Park  hof  four  estoblished  coiipgrounds.  Four  tapes  of 
coBpsites  are  osailoble: 

Class  II  -  Poved/gross  with  individual  water  and  eleotrio 
hookup 

Class  B  -  Group  of  six  paved/gross  oampsites  with  oonuoit 

water/electric  hookup 
Class  C  -  Unpoved  with  water  hookup  onla 
Class  D  -  lent  onla 

Ihe  following  caapgrounds  ore  located  on  Lone  Pine  Reservoir  and 
how  access  to  the  boat  docks: 

F  ish  Tail  Shore 
White  Sands  Beach 

Ooc  1  Pg  1  In  1  Pes  IB 
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12,2  Create  the  Create  a  macro  that  can  send  two  copies  of  a 

"Print"  Macro  document  to  the  printer. 

1  Choose  Macro  Define  from  the  Special  menu  to 
begin  defining  the  macro. 

2  Type  print  for  the  macro  name,  then  click  on  OK. 

If  you  have  already  defined  a  macro  named  "print,"  a 
"Replace  Existing  File?"  message  appears  on  the 
screen.  Click  on  Yes  to  replace  the  old  "Print"  macro 
with  the  new  one  you  are  about  to  create. 

3  Choose  Printer  Control  from  the  Print  menu  to 
display  the  Printer  Control  dialogue. 

4  Click  on  the  "Select  Print  Options"  button. 

5  Press  Tab  to  move  the  cursor  to  the  "Number  of 
Copies"  box. 

6  Type  2,  then  click  on  OK. 

7  Click  on  Exit  to  exit  the  Printer  Control  dialogue. 

8  Choose  Print  from  the  Print  menu  to  print  the 
entire  document. 

Two  copies  of  the  letter  are  sent  to  your  printer. 
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9  Choose  Macro  Define  from  the  Special  menu  to 
end  defining  the  "Print"  macro. 


12.3  Create  the  Now  create  a  macro  that  starts  the  "Print"  macro  and 

"Format"  Macro  adds  some  formatting  changes.  This  becomes  the  first 

macro  of  the  macro  chain. 


1  Choose  Macro  Define  from  the  Special  menu  to 
begin  defining  a  macro. 

2  Type  format  as  the  macro  name,  then  clicii  on 
OK. 

3  Choose  Macro  Execute  from  the  Special  menu  to 
start  a  macro. 

4  Type  print  for  the  macro  name,  then  click  on  OK. 

You  have  just  chained  the  "Print"  macro  to  the 
"Format"  macro. 

5  Choose  Center  Page  from  the  Page  menu  to 
center  the  page  from  top  to  bottom. 

6  IVIove  the  cursor  to  the  next  line  and  press  Return 
twice  to  add  two  blank  lines. 

7  Move  the  cursor  up  one  line. 

8  Choose  Flush  Right  from  the  Line  menu  to  move 
the  cursor  to  the  right  margin. 

B  Choose  Insert  Date  from  the  Special  menu  to 
insert  the  current  date  into  the  document. 

1 0  Choose  Macro  Define  from  the  Special  menu  to 
end  defining  the  "Format"  macro. 

1 1  Choose  Close  from  the  File  menu,  then  click  on 
No  twice  to  clear  the  screen. 


U.;A(-iNING  159 


12.4  Start  the  You  are  now  ready  to  start  the  chained  macros. 

"Format"  Macro 

1  Choose  Retrieve  from  the  File  menu. 

2  Type  1/learn/camps.lrn  as  the  document  to  be 
retrieved,  then  click  on  OK. 

3  Choose  Macro  Execute  from  the  Special  menu. 

4  Type  format  as  the  macro  name,  then  click  on 
OK. 

The  page  is  centered,  the  date  is  inserted,  and  two 
copies  of  the  letter  are  sent  to  the  printer. 


S  Choose  Close  from  the  File  menu,  then  click  on 
No  twice  to  clear  the  screen. 


) 
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Lesson  13:  Repeating  Macro 
Chains 


I  When  you  search  through  a  document,  you  usually 

want  to  find  every  occurrence  of  the  search  string. 
You  can  create  a  macro  that  will  perform  a  search, 
then  chain  the  macro  to  itself  so  it  searches  over  and 
over  for  the  search  string.  The  macro  ends  when  the 
search  results  in  a  "Not  Found."  This  kind  of  macro 
chain  is  called  a  repeating  macro  chain. 

In  this  lesson,  you  create  a  macro  that  holds  every 
occurrence  of  a  phrase  in  a  letter. 

While  working  through  this  lesson,  you  learn  the 
following  about  WordPerfect's  Macro  feature: 

•  Repeating  chains  are  especially  useful  when 
searching  through  your  document  for  a  recurring 
word  or  phrase. 

) 

•  A  repeating  chain  is  created  when  you  link  a 
macro  to  itself. 

The  skills  you  learn  in  this  lesson  can  be  used  to 
quickly  and  accurately  perform  a  task  which  you  need 
to  perform  repeatedly  throughout  a  document. 


) 
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13.1  Retrieve  a 
Document 


Retrieve  the  CAMPS .LRN  document  onto  a  clear 
screen. 


1  Choose  Retrieve  from  the  File  menu. 

2  Type  1/learn/camps.lrn,  then  click  on  OK  to 
retrieve  the  CAMPS. LRN  document. 
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Lone  Pine  Hntionnl  Porli 

CfiMPSITE  RESEHmiOHS 

The  Park  has  four  established  campgrounds.  Four  tapes  of 
cflinpsites  ore  avoilable: 

Class  It  -  Poved/gross  With  individual  water  and  electric 
hookup 

Ckss  B  -  Croup  of  six  paved/grass  coBpsites  with  coimon 

water/electric  hookup 
Class  C  -  Unpaved  with  woter  hookup  onla 
Class  i  ^  Tent  onla 

The  following  coipgrounds  ore  located  on  Lotie  Pine  Beseri/oir  and 
hove  access  to  the  boot  docks: 

Fish  Toil  Shore 
fihite  Sands  Beoch 

Boc  1  Pg  Un  1  Pos  19 
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13.2  Create  a  Create  a  repeating  macro  that  holds  every  occurrence 

Repeating  Macro  of  the  "Class"  subtitle  in  the  reservation  letter.  Since 

Chain  there  is  a  Search  in  the  macro,  the  macro  auto- 

matically stops  when  the  phrase  no  longer  appears  in 
the  document. 

1  Choose  Macro  Define  from  the  Special  menu  to 
begin  defining  the  macro. 

2  Type  class  as  the  macro  name,  then  click  on  OK. 

3  Choose  Search  from  the  Search  menu. 

4  Type  Class  as  the  new  search  string. 

The  preassignecl  Keyboard  Equivalent  for  Delete 
End  of  Line  is  executed  by  typing  Apple-Right  Arrow. 

5  If  the  "Forward"  button  is  not  highlighted,  click  on 
it  to  turn  it  on. 

6  Click  on  OK  to  execute  the  search. 
Bold  the  first  subtitle. 

7  Press  the  Right  Arrow  key  (-> )  twice  to  move  the 
cursor  to  the  immediate  right  of  the  "A"  following 
the  first  occurrence  of  "Class." 

8  Execute  the  Keyboard  Equivalent  for  Block  to 
turn  on  Block,  then  press  the  Left  Arrow  key  ) 
until  you  highlight  the  subtitle. 

The  preassigned  Keyboard  Equivalent  for  Block  is 
executed  by  typing  Option-b. 

When  you  are  using  Block  while  defining  a  macro, 
you  should  choose  Block  from  the  Help  feature  and 
use  the  Arrow  keys. 
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9  Choose  Bold  from  the  Style  menu  to  bold  the 
highlighted  block  of  text. 


1 0  Execute  the  Keyboard  Equivalent  for  Block  to 
turn  off  Block. 

1 1  Press  the  Right  Arrow  key     )  until  you  move 
the  cursor  to  the  "A"  following  "Class." 


Closs  [||  -  Poved/srass  Hith  individual  Hater  and  electFic 
hookup 

Class  i  -  Group  of  six  powd/jrass  coiipsites  with  ooimion 

water/electric  hookup 
Class  C  -  Unpoved  with  watsr  hookup  onla 
Closs  D  -  Tent  onlii 

The  following  caapsrounds  ore  located  on  Lone  Pine  Reservoir  and 
have  access  to  the  boat  docks: 

fish  Toil  Shore 
iiite  Sonds  Beach 

The  remoinina  caipgrounds  are  located  in  the  Wilderness  Hountain 
area  and  have  occess  to  the  trail  heods: 

Heedle  Rook 
Silver  Hine  Flats 
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Chain  the  macro  to  itself. 

1 2  Choose  Macro  Execute  from  the  Special  menu  to 
execute  a  macro. 

1 3  Type  class  for  the  macro  name,  then  click  on  OK. 


1 4  Choose  Macro  Define  from  the  Special  menu  to 
end  defining  the  "Class"  macro. 


13.3  Execute  the  Start  the  repeating  macro. 

Macro 

1  Choose  Macro  Execute  from  the  Special  menu. 

2  Type  class,  then  click  on  OK  to  execute  the 
CLASS  macro. 

When  every  occurrence  of  "Class"  has  been  found  and 
bolded,  the  macro  stops.  The  cursor  remains  at  the 
last  occurrence  of  "Class." 
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□                               camps.lrn  □ 

Class  C -Dnpoued  with  woter  hookup  onli) 
t\m  13  -  lent  onls 

Ihe:  following  campgrounds  are  located  on  Une  Pine  Resefwir  and 
haw  0CCS5S  to  the  boot  docks: 

Fish  Tail  Shore 
White  Sands  Beach 

Ihe  remoining  campgrounds  are  located  in  the  Wilderness  Hountoin 
area  end  hove  access  to  the  trail  heads: 

Heedle  Rock 
Silver  line  Flats 

For  reservations,  contact  the  appropriate  ranger  station. 
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3  Choose  Close  from  the  File  menu,  then  click  on 
No  twice  to  clear  the  screen. 
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Lesson  14:  Conditional  Macro 
Chains 


A  conditional  macro  chain  will  perform  a  search,  then 
make  a  decision  depending  on  the  search  findings. 

You  create  a  conditional  chain  by  including  a  "Found" 
and  a  "Not  Found"  macro  in  a  "Search"  macro.  The 
"Found"  macro  is  executed  if  the  Search  macro  is 
successful.  The  "Not  Found"  macro  is  executed  if  the 
Search  macro  is  unsuccessful. 

In  this  lesson,  you  create  a  macro  chain  which 
searches  a  letter  for  a  phrase.  If  the  phrase  is  found, 
the  letter  is  sent  to  the  printer  If  the  phrase  is  not 
found,  it  is  added  to  the  letter 

While  working  through  this  lesson,  you  learn  the 
following  about  WordPerfect's  Macro  feature: 

•  When  you  start  a  "Search"  macro,  it  will  chain  to 
either  the  "Found"  or  "Not  Found"  macro, 
depending  on  the  success  or  failure  of  the  search. 

•  The  "Not  Found"  macro  should  be  included  at  the 
beginning  of  the  "Search"  macro. 

•  The  "Found"  macro  should  be  included  at  the  end 
of  the  "Search"  macro. 

•  The  "Search"  macro  must  include  the  Search 
feature. 

The  skills  you  learn  in  this  lesson  can  be  used  to 
quickly  and  accurately  perform  either  one  of  two 
tasks,  depending  on  the  outcome  of  a  search. 
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14.1  Retrieve  a 
Document 


Retrieve  the  CAMPS. LRN  document. 
1   Choose  Retrieve  from  the  File  menu. 


2  Type  1/learn/camps.lrn,  then  click  on  OK  to 
retrieve  the  CAMPS. LRN  file. 


Lm  Pine  Hationnl  Park 

WPSIIE  RESERVmONS 

Ihe  Fork  iios  four  estoblished  comparounJs.  Four  tapes  of 
canpsites  are  owiloble: 

Closs  li  -  Poved/grosi  with  individuol  wotsr  ond  electric 
hookup 

Class  B  -  Croup  of  six  poved/jross  coijpsites  with  coirnion 

woter/electric  hookup  , 
Closs  C  -  linpoued  with  woter  hookup  only 
Closs  D  -  Tent  onla 

Ihe  foUowina  coipsrounds  ore  locoted  on  Lone  Pine  Reservoir  ond 
hove  access  to  the  hoot  docks: 

Fish  Toil  Shore 
White  Sands  Beoch 
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14.2  Create  the  A  conditional  chain  involves  tliree  types  of  macros: 

"Found"  Macro  "Found,"  "Not  Found,"  and  "Search."  In  this  step, 

you  create  a  "Found"  macro  for  the  chain.  This  macro 

sends  the  letter  to  the  printer 

1  Choose  Macro  Define  from  the  Special  menu  to 
begin  defining  the  "Found"  macro. 

2  Type  found  for  the  macro  name,  then  click  on 
OK. 

3  Choose  Print  from  the  Print  menu  to  print  the 
entire  document. 

4  Choose  Macro  Define  from  the  Special  menu  to 
end  defining  the  "Found"  macro. 

The  letter  is  sent  to  your  printer. 


) 
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14.3  Create  the  "Not  In  this  step,  you  create  the  "Not  Found"  macro.  This 
Found"  Macro  macro  adds  the  phrase  "Fish  Tail  Shore"  to  the  letter 

1  Choose  Macro  Define  from  the  Special  menu  to 
begin  defining  the  macro. 

2  Type  notfound  for  the  macro  name,  then  click  on 
OK. 

3  Press  a  Home  key  (5  or  7  on  the  Number  Pad) 
three  times,  then  press  the  Up  Arrow  key  (T)  to 
move  the  cursor  to  the  beginning  of  the  document 
before  any  codes. 

4  Choose  Search  from  the  Search  menu. 

5  Type  boat  docks  as  the  search  string. 

The  preassigned  Keyboard  Equivalent  for  Delete 
End  of  Line  is  executed  by  typing  Apple-Right  Arrow. 

6  If  the  "Forward"  button  is  not  highlighted,  click  on 
it  to  turn  it  on. 

7  Click  on  OK  to  execute  the  search. 

8  Move  the  cursor  down  two  lines. 

9  Press  Tab  to  move  the  cursor  to  the  first  tab  stop. 
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10  Type  Fish  Tail  Shore. 
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camps.Irn 


how  access  to  the  iioot  docks: 

Fish  Toil  Shorel    Fish  Toil  Shore 
White  Sands  Seaoh 

The  remoinins  coiepsrounds  ore  located  in  the  Wilderness  Hountoin 
orea  and  haw  occess  to  the  trail  heads: 

Heedle  Rock 
Silver  Mine  Plots 

For  reservations,  contact  the  appropriate  ronjer  station. 
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Do  not  worry  that  "Fish  Tail  Shore"  already  appears 
on  the  screen.  This  document  will  not  he  saved. 

1 1  Choose  Macro  Define  from  the  Special  menu  to 
end  defining  the  "Not  Found"  macro. 


14.4  Create  the  You  are  ready  to  create  the  "Search"  macro  for  the 

"Search"  Macro  conditional  chain.  This  macro  Unks  the  two  previous 

macros  together. 

1  Choose  Macro  Define  from  the  Special  menu  to 
begin  defining  the  macro. 

2  Type  search  as  the  macro  name,  then  click  on  OK. 

3  Choose  Macro  Execute  from  the  Special  menu  to 
begin  a  macro. 

4  Type  notfound  as  the  macro  name,  then  click  on 
OK. 

5  Choose  Search  from  the  Search  menu. 

6  Type  Fish  Tail  Shore  as  the  search  string. 

7  If  the  "Forward"  button  is  not  highlighted,  click  on 
it  to  turn  it  on. 

8  Click  on  OK  to  execute  the  search. 

9  Choose  Macro  Execute  from  the  Special  menu  to 
begin  a  macro. 

1 0  Type  found  for  the  macro  name,  then  click  on 
OK. 

1 1  Choose  Macro  Define  from  the  Special  menu  to 
end  defining  the  "Search"  macro. 

1 2  Choose  Close  from  the  File  menu,  then  click  on 
No  twice  to  clear  the  screen. 


) 
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You  are  now  ready  to  start  the  "Search"  macro.  The 
macro  searches  for  the  phrase  "Fish  Tail  Shore."  If 
the  phrase  is  found,  the  "Found"  macro  starts;  if  the 
phrase  is  not  found,  the  "Not  Found"  macro  starts. 

1  Choose  Retrieve  from  the  File  menu. 

2  Type  1/learn/camps.lrn,  then  click  on  OK  to 
retrieve  the  CAMPS  .LRN  file. 

3  Choose  Macro  Execute  from  the  Special  menu. 

4  Type  search  as  the  macro  name,  then  click  on  OK. 

The  phrase  "Fish  Tail  Shore"  is  found,  so  the  letter  is 
sent  to  the  printer. 


14.6  Delete  a  Phrase 


) 


Delete  "Fish  Tail  Shore." 

1  Move  the  cursor  to  the  beginning  of  the  "Fish  Tail 
Shore"  line. 

2  Execute  the  Keyboard  Equivalent  for  Delete  End 
of  Line  to  delete  the  line  of  text. 

3  Move  the  cursor  to  the  beginning  of  the  document. 


) 


LEARNING  173 


14.7  Restart  the 
Macro 


Now  that  "Fish  Tail  Shore"  has  been  deleted  from  the 
letter,  you  are  ready  to  restart  the  conditional  macro. 


1  Choose  Macro  Execute  from  the  Special  menu. 

2  Type  search,  then  click  on  OK  to  start  the 
"Search"  macro. 

This  time  the  phrase  is  not  found,  so  "Fish  Tail  Shore" 
is  added  to  the  letter. 


IttFile  Edit  Ssarcli  Print  line  tm  Style  Footnate  Special 


Fish  Tail  Shorel 
I'lhite  Sands  Beoch 

The  remaining  cainpgroiinds  are  laooted  in  the  Wilderness  Heuntain 
area  and  have  access  to  the  troil  heads; 

Needle  Rook 
Silver  Hine  Flots 

For  reservations,  contact  the  appropriote  ronjer  stotion. 
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3  Choose  Close  from  the  File  menu,  then  click  on 
No  twice  to  clear  the  screen. 


Lesson  15:  Repeating  Conditional 
Macro  Cliain 


The  repeating  conditional  chain  is  very  similar  to  the 
conditional  chain.  The  only  difference  is  that  in  the 
repeating  chain,  the  "Search"  macro  is  chained  to 
itself,  then  chained  to  a  "Not  Found"  macro.  The 
macro  repeats  itself  over  and  over  until  the  search 
string  is  no  longer  found,  then  starts  the  "Not  Found" 
macro.  In  this  lesson,  you  create  a  macro  chain  that 
holds  every  occurrence  of  the  "Class"  subtitle.  When 
"Class"  is  no  longer  found,  the  letter  is  double  spaced 
and  printed. 

While  working  through  the  lesson,  you  learn  the 
following  facts  about  WordPerfect's  features: 

•  The  "Not  Found"  macro  should  be  included  at  the 
beginning  of  the  "Search"  macro. 

•  The  "Search"  macro  should  be  chained  to  itself  at 
the  end  of  the  "Search"  macro. 

The  skills  you  learn  in  this  lesson  can  be  used  to 
quickly  and  accurately  perform  either  of  two  tasks, 
depending  on  the  outcome  of  a  search. 
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15.1  Retrieve  a 
Document 


First,  retrieve  a  document. 

1  Choose  Retrieve  from  the  File  menu. 

2  Type  1/learn/camps.lrn,  then  click  on  OK  to 
retrieve  the  CAMPS  .LRN  file. 


it  File  Edit  Seproh  Print  Line  Page  Stale  Footnote  Speoiol 


lone  Pine  Hatiiinal  Park 

MHPSITE  RESERVmiWIS 

The  Park  has  four  established  compgrounds.  Four  tapes  of 
compsites  are  auoiloble: 

Class  J  -  Pomd/grass  with  individual  woter  end  electric 
hookup 

Class  B  -  Group  of  six  powd/gross  coups ites  with  ooimon 

water/electric  hookup 
Closs  C  - llnpaued  with  water  hookup  onla 
Class  D  -  Tent  onlu 

The  following  conpgrounds  ore  located  on  Lone  Pine  Reservoir  and 
hove  access  to  the  boot  docks: 

Fish  Tail  Shore 
White  Sands  Beach 

Doe  1  Pg  1  Ln  1  Pos  IB 
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15.2  Create  the  "Not  The  "Not  Found"  macro  changes  the  letter  to  double 
Found"  Macro  spacing  and  sends  the  letter  to  the  printer. 


1  Choose  Macro  Define  from  the  Special  menu  to 
begin  defining  a  macro. 

2  Type  notfound  as  the  macro  name,  then  click  on 
OK. 

If  you  have  previously  defined  a  macro  named 
"notfound",  a  "Replace  Existing  File?"  message  will 
appear  Click  on  Yes  to  replace  the  old  macro  with  the 
one  you  are  about  to  create. 

3  Press  a  Home  key  (5  or  7  on  the  Number  Pad) 
three  times,  then  press  the  Up  Arrow  key  (t)  to 
move  the  cursor  to  the  beginning  of  the  document 
before  any  codes. 

4  Choose  Spacing  from  the  Line  menu. 

5  Type  2  for  double  spacing,  then  click  on  OK. 

6  Choose  Print  from  the  Print  menu  to  print  the 
document. 

7  Choose  Macro  Define  from  the  Special  menu  to 
end  the  macro  definition. 
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15.3  Create  the  The  "Search"  macro  is  the  repeating  conditional 

"Search"  Macro  macro  because  it  chains  to  the  "Not  Found"  macro  and 

to  itself. 

Begin  by  chaining  the  "Not  Found"  macro  to  the  j 
"Search"  macro. 

1  Choose  Macro  Define  from  the  Special  menu  to 
begin  defining  a  macro. 

2  Type  search  as  the  macro  name,  then  click  on  OK. 

If  you  have  previously  defined  a  macro  named 
"search",  a  "Replace  Existing  File?"  message  will 
appear  Click  on  Yes  to  replace  the  old  macro  with  the 
one  you  are  about  to  create. 

3  Choose  Macro  Execute  from  the  Special  menu  to 
start  a  macro. 

4  Type  notfound  as  the  macro  name,  then  click  on 
OK. 

) 

Now  that  you  have  chained  the  "Not  Found"  macro  to 
the  "Search"  macro,  you  can  make  the  "Search"  macro 
search  for  and  bold  every  occurrence  of  the  "Class" 
subtitle. 

5  Choose  Search  from  the  Search  menu  to  begin  a 
forward  search. 

6  Type  Class  as  the  search  string. 

The  preassigned  Keyboard  Equivalent  for  Delete 
End  of  Line  is  executed  by  typing  Apple-Right  Arrow. 

7  If  the  "Forward"  button  is  not  highlighted,  click  on 
it  to  turn  it  on. 

) 
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8  Click  on  OK  to  begin  the  search. 


9  Press  the  Right  Arrow  key     )  until  you  move 
the  cursor  to  the  immediate  right  of  the  "A" 
following  "Class." 

1 0  Execute  the  Keyboard  Equivalent  for  Block  to 
turn  on  Block,  then  press  the  Left  Arrow  key  ( 
until  you  highlight  the  subtitle. 

The  preassignecl  Keyboard  Equivalent  for  Block  is 
executed  by  typing  Option-b. 

1 1  Choose  Bold  from  the  Style  menu  to  bold  the  two 
highlighted  words. 

1 2  Execute  the  Keyboard  Equivalent  for  Block  to 
turn  off  Block. 

13 Press  the  Right  Arrow  key  (^)  until  you  move 
the  cursor  to  the  "A"  following  "Class." 

You  are  now  ready  to  chain  the  "Search"  macro  to 
itself. 

1 4  Choose  Macro  Execute  from  the  Special  menu  to 
start  a  macro. 

15  Type  search  as  the  macro  name,  then  click  on  OK. 

1 6  Choose  Macro  Define  from  the  Special  menu  to 
end  defining  the  "Search"  macro. 

1 7  Choose  Close  from  the  File  menu,  then  click  on 
No  twice  to  clear  the  screen  without  saving  the 
document. 
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15.4  Start  the  Search      Execute  the  macro  chain. 
Macro 

1  Choose  Retrieve  from  the  File  memi  to  begin 
retrieving  a  document. 

2  Type  1/learn/camps.lrn,  then  click  on  OK  to 
retrieve  the  CAMPS. LRN  file. 

3  Choose  Macro  Execute  from  the  Special  menu  to 
start  a  macro. 

4  Type  search,  then  click  on  OK  to  start  the 
"Search"  macro. 

When  the  macro  cannot  find  another  occurrence  of 
"Class,"  it  double  spaces  the  letter  and  sends  it  to  the 
printer. 

5  Choose  Close  from  the  File  menu,  then  click  on 
No  twice  to  clear  the  screen. 


) 
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1  Merge 


) 


] 


) 


Lesson  16:  Mail-Merge 


Every  organization  or  business  frequently  sends 
j  notices  or  letters  to  members,  clients,  or  prospective 

buyers.  The  Merge  feature  in  WordPerfect  helps  you 
automatically  create  a  personalized  letter  for  each 
person. 

In  this  lesson,  you  use  WordPerfect's  Merge  feature  to 
create  several  personalized  letters  of  commendation 
for  the  Volunteer  Fire  Department  of  Flatwood. 

While  working  through  this  lesson,  you  learn  the 
following  facts  about  WordPerfect's  Merge  feature: 

•  A  secondary  file  contains  records  of  information 
(e.g.,  name,  address)  about  individuals. 

•  Records  in  secondary  files  are  separated  with  ^E. 

•  Each  record  is  divided  into  fields  with  ^R. 

) 

•  The  primary  file  contains  the  body  of  the  letter. 

•  You  can  retrieve  information  into  a  primary  file 
from  a  secondary  file  by  using  ^F. 

•  The  merge  creates  a  letter  for  each  record  in  the 
secondary  file. 

The  skills  you  learn  in  this  lesson  can  be  used  to 
create  personalized  mass  mailings. 
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16.1  Create  a  Create  a  record  of  information,  divide  it  into  fields 

Secondary  File  with  ^R,  and  store  it  in  a  secondary  file. 

1  Type  Mr.  Alan  Wilson 

2  Choose  Merge  from  the  Special  menu,  then  click 
on  '^R  End  of  Field  to  end  the  field  with  ^^R  and 
move  to  the  next  line. 

This  first  field  will  be  the  name  field. 

3  Type  Flatwood  Market 

4  Choose  Merge  from  the  Special  menu,  then  click 
on  '^R  End  of  Field  to  end  the  field  with  ^R  and 
move  to  the  next  line. 

This  second  field  will  be  the  business  field. 

5  Type  55  E.  Main  Street,  then  press  Return  to  end 

the  line  with  a  Hard  Return  (HRt)  and  move  to  the 
next  line. 

6  Type  Flatwood,  Utah  84999 

7  Choose  Merge  from  the  Special  menu,  then  click 
on  '^R  End  of  Field  to  end  the  field  with  ^R  and 
move  to  the  next  line. 

This  third  field  will  be  the  address  field. 

You  can  have  more  than  one  line  in  a  field. 

8  Type  801  666-4545 

9  Choose  Merge  from  the  Special  menu,  then  click 
on  '^R  End  of  Field  to  end  the  field  with  ^R  and 
move  to  the  next  line. 

The  fourth  field  will  be  the  phone  number  field. 

1 0  Type  Alan 
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1 1  Choose  Merge  from  the  Special  menu,  then  cUck 
on  '^R  End  of  Field  to  end  the  field  with  and 
move  to  the  next  line. 

The  fifth  field  will  be  the  first  name  field. 

1 2  Choose  Merge  from  the  Special  menu,  then  click 
on  '^E  End  of  Record  to  end  the  record  on  Alan 
Wilson  with      and  move  to  the  next  line. 


Hr.  Rim  Wil5iiii*R 
flatNood  Hdfkst'R 
55  E.  Hain  Street 
Flstwooi  ytah  8i)99M 

881  m-km 

Rlon'' 
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Now  that  you  understand  how  to  end  a  field  with 
and  a  record  with  ^E,  type  the  record  for  Jeff  Richards 
using  '^R  End  of  Field  and  '^E  End  of  Record. 
Remember  to  insert  a  hard  return  after  the  street 
address — do  not  use  '^R  End  of  Field. 

1 3  Create  the  following  information  record: 

Mr.  Jeff  Richards '^R 
Flatwood  Motors '^R 
58090  Bonnie  View  Court 
Flatwood,  Utah  84999 '^R 
801  666-6767 '^R 
Jeff^R 


Hr,  Rlou  Mihon'^l! 
FlatNosd  Harket*S 
55  E.  Main  Street 
Flatwood,  Utoh  mm 

Mon"!! 

Mr.  Jeff  Richards'*!! 
Flotwood  Hotors'R 
imi  Ronnie  View  tart 
Flatwood,  Utah  mm 

891  m4nn 
km 
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Notice  that  Jeff  and  Alan's  records  contain  the  same 
number  of  fields  and  each  field  contains  the  same 
type  of  information. 


1 4  Create  a  third  information  record: 


Mr.  John  Eliot '^R 
Wagon  Wheel  Diner '^R 
1100  North  State  Street 
Flatwood,  Utah  84999 '^R 
'^R 

John'^R 

AE 


flotHood,  Utah  8il999'R 
'I 

Mr.  Jeff  Richards'*!! 
Flatwood  Hotors'»R 
58898  Sonnie  Viei'i  Court 
Flatwood,  Utah  8i|999*R 
881  m4im 
km 
*E 

Mr.  John  Eliot^l 
Uogon  Wheel  Diner'^R 
1168  North  Stote  Street 
Flatwood,  Utah  8il999"R 
*R 

John'R 

'I  
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Notice  that  even  though  a  telephone  number  is  not 
available  for  the  Wagon  Wheel  Diner,      still  needs  to 
be  inserted  for  the  empty  phone  number  field. 
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16.2  Save  the  Save  the  three  records  as  a  secondary  file. 

Secondary  File 

1   Choose  Close  from  the  File  menu,  then  click  on 
Yes  to  save  the  records. 


2  Type  1/learn/address.sf  as  the  filename,  then 
click  on  OK. 


3  Click  on  No  to  clear  the  screen. 


) 


1 
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16.3  Primary  File  Once  you  have  created  the  secondary  file,  you  can 

retrieve  information  from  specific  fields  into  a 
primary  file.  A  primary  file  can  be  a  letter  like  the 
one  you  create  in  this  part  of  the  lesson. 

1  Choose  Merge  from  the  Special  menu,  then  click 
on  '^F  Field  Number. 

2  Type  1,  then  click  on  OK  to  insert  ^Fl^  into  the 
letter. 

When  the  merge  begins,  information  from  field  one 
(the  name  field)  will  be  inserted  at  the  ^Fl^. 

3  Press  Return  to  move  the  cursor  down  one  line. 

4  Choose  Merge  from  the  Special  menu,  then  click 
on  '^F  Field  Number. 

5  Type  2,  then  click  on  OK  to  insert  ^F2^  into  the 
letter. 

When  the  merge  begins,  information  from  field  two 
(the  business  field)  will  be  inserted  at  the  ^F2^. 

6  Press  Return  to  move  the  cursor  down  one  line. 

7  Choose  Merge  from  the  Special  menu,  then  click 
on  '^F  Field  Number. 

8  Type  3,  then  click  on  OK  to  insert  ^F3^  into  the 
letter 

When  the  merge  begins,  information  from  field  three 
(the  address  field)  will  be  inserted  at  the  ^F3^. 
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9  Press  Return  twice  to  move  the  cursor  down  one 
line  and  add  a  blank  line. 


IliFile  Edit  Search  Print  tins  Poge  StaU  Footnote  Special 


^Fl" 


i> 
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Type  the  salutation. 

10  Type  Dear,  then  press  the  Space  Bar  to  add  a 

space  between  "Dear"  and  the  first  name. 

1 1  Choose  Merge  from  the  Special  menu,  then  click 
on  '^F  Field  Number. 

1 2  Type  5,  then  click  on  OK  to  insert  ^F5^  into  the 
letter 

When  the  merge  begins,  infomiation  from  field  five 
(the  first  name  field)  will  be  inserted  at  the  ^F5^. 


1 3  Type  :  (a  colon),  then  press  Return  twice  to  move 
to  the  next  Hne  and  add  a  blank  line. 


Styk  Footnote  Special 
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Create  the  body  of  the  letter 

1 4  Press  Tab  to  move  the  cursor  to  the  first  tab  stop. 

1 5  Type  Thank  you, 

1 6  Press  the  Space  Bar  to  insert  a  space  before  the 
given  name. 

1 7  Choose  Merge  from  the  Special  menu,  then  click 
on  '^F  Field  Number. 

18  Type  5,  then  click  on  OK  to  insert  '^F5'^  into  the 
letter 

When  the  merge  begins,  information  from  field  five 
(the  first  name  field)  will  be  inserted  at  the  ^F5^. 

1 9  Type  ,  (a  comma),  then  press  the  Space  Bar  to 
insert  a  space  after  the  comma. 
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20  Type  for  an  outstanding  effort  in  fighting  the 
largest  fire  in  Lone  Pine  National  Park's 
history.  The  volunteer  fire  fighters  in 
your  community  are  an  inspiring  model 
for  all  fire  fighters  in  our  state  and 
nation. 

With  appreciation, 


Ranger  John  T.  Smith 


Dear 

lhank  aou,  *F5'',  for  an  outstjndins  effort  in  fighting  the 
lorgest  fire  in  Lone  Pine  Hotionol  Pork's  histori).  The 
volunteer  fire  fighters  in  aour  coimunita  ore  on  inspiring  Bodel 
for  oil  fire  fighters  in  our  stote  ono  nation. 

With  appreciation. 


Ronger  John  T.  Smithl 
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16.4  Save  the  Letter        Save  the  letter  as  a  primary  file  named  LETTER.PF. 

1  Choose  Close  from  the  File  menu,  then  click  on 
Yes  to  save  the  letter. 

2  Type  1/learn/Ietter.pf  as  the  filename,  then  click 
on  OK. 

3  Click  on  No  to  clear  the  screen. 
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16.5  Merge  Now  that  you  have  created  and  saved  the  information 

records  and  letter  (secondary  and  primary  files),  you 
are  ready  to  merge  the  two  files. 

1  Choose  Merge  from  the  Special  menu,  then  click 
on  X  Execute  to  specify  the  files  that  will  be  used 
in  the  merge. 

2  Type  1/learn/letter.pf  as  the  primary  file,  then 
click  on  OK. 

3  Type  1/learn/address.sf  as  the  secondary  file,  then 
click  on  OK. 

The  merge  will  begin. 

Information  from  the  first  record  is  merged  into  the 
letter.  Then,  the  merge  continues  with  the  second  and 
third  records.  When  the  merge  is  complete,  you 
should  have  a  letter  for  each  record.  The  letters  are 
separated  by  Hard  Page  breaks. 


itFile  Edit  Senrcli  Print  Lint  fm  Stale  Footnote  Special  : 

□                               letter.pf  Q 

Hr.  John  Eliot 
WoBon  Wheel  Diner 
11B8  Horth  State  Street 
Flotwood,  Utali  81999 

Deor  John: 

Thank  ijou,  John,  for  an  outstanding  effort  in  fisfiting  the 
lorjest  fire  in  Lone  Pine  National  Pork's  histora.  The 
volunteer  fire  fighters  in  sour  coimunita  ore  on  inspiring  model 
for  all  fire  fighters  in  our  state  and  nation. 

With  appreoiotion. 

Hanger  John  T.  Smithl 

Doc  1  Pg  3  Ln  17  Pos  38 

ft 
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16.6  Print  and  Save        The  three  letters  you  have  merged  can  now  be  printed 

and  saved  in  a  file  of  their  own. 

1  Choose  Print  from  the  Print  menu. 
The  letters  will  be  printed. 

2  Choose  Close  from  the  File  menu,  then  click  on 
Yes  to  save  the  document. 

3  Type  1/learn/commend.lrn  as  the  filename,  then 
click  on  OK. 

4  Click  on  No  to  clear  the  screen. 


LEARNING  195 


Lesson  17:  Memo-Merge 


In  this  lesson,  you  use  WordPerfect's  Merge  feature  to 
quickly  produce  a  memo. 

While  working  through  this  lesson,  you  learn  the 
following  facts  about  WordPerfect's  features: 

•  The  Alignment  Character  feature  lets  you  change 
the  character  for  a  Tab  Align. 

•  The  Merge  Date  code  (^D)  inserts  the  current  date 
during  a  merge. 

•  The  Merge  Console  code  (^C)  pauses  a  merge  to 
let  you  enter  information  from  the  keyboard. 

•  The  Merge  Message  code  (-^O)  lets  you  display  a 
reminder  on  your  screen  of  what  kind  of 
information  needs  to  be  entered. 

•  You  do  not  need  a  secondary  file  if  you  are 
merging  from  the  keyboard. 

•  The      End  of  Field  feature  continues  the  merge 
after  it  pauses  at  ^C. 

The  skills  you  learn  in  this  lesson  can  be  used  to 
create  forms,  such  as  memos,  that  can  be  used  in  a 
merge. 


17.1  Center,  Bold,  and 
Underline 


) 


) 


Start  a  memo  by  centering,  holding,  and  underlining  a 
title. 

1  Choose  Center  from  the  Line  menu  to  turn  on 
Center. 

2  Choose  Bold  from  the  Style  menu  to  turn  on  Bold. 

3  Choose  Underline  from  the  Style  menu  to  turn  on 
Underline. 

4  Type  Lone  Pine  National  Park  as  the  title. 

5  Choose  Bold  from  the  Style  menu  to  turn  off  Bold. 

6  Choose  Underline  from  the  Style  menu  to  turn  off 
Underline. 

7  Press  Return  three  times  to  end  centering  and  add 
two  blank  lines. 
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17.2  Change  the 
AUgnment  Character 


Before  typing  the  memo  headings,  you  need  to  change 
the  alignment  character. 

1  Choose  AUgnment  Character  from  the  Line 
menu. 

2  Type  :  (a  colon)  to  change  the  alignment  character 
to  a  colon. 

Display  the  Codes  window  to  see  how  the  Alignment 
Character  code  appears  in  the  memo. 

3  Choose  Show  Codes  from  the  Edit  menu. 
Notice  the  [AlnChar::]  code  inserted  into  the  memo. 


I  it  File  Efflt  Search  Print  Line  Piias  Stale  Footnote  Special 
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4  Choose  Hide  Codes  from  the  Edit  menu  to  remove 
the  Codes  window  from  your  screen. 
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17.3  Type  the  Memo 
Headings 


Type  the  "Date:,"  "To:,"  "From:,"  and  "Subject:," 
entries  in  tlie  memo  heading. 


Begin  with  the  "Date:"  entry. 

1  Press  Tab  to  move  the  cursor  to  the  first  tab  stop. 

2  Choose  Tab  Align  from  the  Line  menu  to  move  to 
the  second  tab  stop  and  begin  aligning. 

3  Type  Date: 

When  you  type  the  colon,  aligning  ends,  and  the 
cursor  begins  moving  to  the  right  again. 

4  Press  the  Space  Bar  twice  to  add  two  spaces. 

5  Choose  Merge  from  the  Special  menu,  then  click 
on  '^D  Date  to  insert  a  ^D  into  the  memo. 

When  the  merge  begins,  the  current  date  will  be 
inserted  at  the  ^D.  The  correct  date  appears  only  if 
you  have  previously  set  the  Apple  IIos  built-in  clock. 

6  Press  Return  twice  to  move  the  cursor  to  the  next 
line  and  add  a  blank  line. 


Imi  Ping  Kotinnnl  Pork 


Dots: 
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Type  the  "To:"  entry. 

1  Press  Tab  to  move  the  cursor  to  the  first  tab  stop. 

2  Choose  Tab  Align  from  the  Line  menu  to  move  to 
the  second  tab  stop  and  begin  aUgning. 

3  Type  To:,  then  press  the  Space  Bar  twice  to  add 
two  spaces. 

4  Choose  Merge  from  the  Special  menu,  then  cHck 
on  '^C  Console  to  insert  ^C  into  the  memo. 

When  the  merge  begins,  WordPerfect  stops  at  the  ^C 
to  let  you  enter  text  from  the  keyboard. 

5  Press  Return  twice  to  move  the  cursor  to  the  next 
line  and  add  a  blank  line. 

Now  type  the  "From:"  entry. 

1  Press  Tab  to  move  the  cursor  to  the  first  tab  stop. 

2  Choose  Tab  Align  from  the  Line  menu  to  move  to 
the  second  tab  stop  and  begin  aligning. 

3  Type  From:,  then  press  the  Space  Bar  twice  to 
add  two  spaces. 

4  Choose  Merge  from  the  Special  menu,  then  click 
on  '^C  Console  to  insert  ^C  into  the  memo. 

5  Press  Return  twice  to  move  the  cursor  to  the  next 
line  and  add  a  blank  line. 

Now  type  the  "Subject:"  entry. 

1  Press  Tab  to  move  the  cursor  to  the  first  tab  stop. 

2  Choose  Tab  Align  from  the  Line  menu  to  move  to 
the  second  tab  stop  and  begin  aligning. 


3  Type  Subject:,  then  press  the  Space  Bar  twice  to 
add  two  spaces. 

4  Choose  Merge  from  the  Special  menu,  then  chck 
on  '^C  Console  to  insert  a  ^C  into  the  menu. 

5  Press  Return  twice  to  move  the  cursor  to  the  next 
line  and  add  a  blank  line. 


Dote: 

To:  ''C 

From;  X 

Subject:  *C 


Lone  Pine  Hntimiiil  Park 
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17.4  Merge  '^O  When  WordPerfect  finds  a  pair  of      codes  during  a 

Message  merge,  the  text  between  the      codes  is  displayed  at 

the  bottom  of  the  screen.  In  this  lesson,  the  text  is  a 
message  explaining  what  needs  to  be  typed  when 
WordPerfect  pauses  at  ^C. 

1  Choose  Merge  from  the  Special  menu,  then  click 
on  '^O  Message  to  insert      at  the  beginning  of 
the  message. 

2  Type  Type  Memo  as  the  message. 

3  Choose  Merge  from  the  Special  menu,  then  click 
on  '^O  Message  to  insert      at  the  end  of  the 
message. 

4  Choose  Merge  from  the  Special  menu,  then  click 
on  '^C  Console  to  insert  ^C  into  the  memo. 


When  WordPerfect  finds  ^OType  Memo^O^C  during 
a  merge,  the  "Type  Memo"  message  is  displayed  at 
the  bottom  of  the  screen,  and  the  merge  pauses  at  the 


[itFile  Edit  Search  Priiit  Lint  (am  Styh  Poptnote  Special 


□                               Untitled  B 

tone  Pine  Notional  Pork 

Dote:  "0 

To:  "C 

From: 

Subject:  "E 

"Olape  HeM*D''C| 

0 
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17.5  Save  the  Memo        Save  the  memo  as  a  primary  file. 

1  Choose  Close  from  the  File  menu,  then  click  on 
Yes. 

2  Type  l/learn/memo.pf  as  the  filename,  then  click 
on  OK. 

3  Click  on  No  to  clear  the  screen. 
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17.6  Merge 


You  are  now  ready  to  begin  the  merge. 


1  Choose  Merge  from  the  Special  menu,  then  chclc 
on  X  Execute  to  specify  the  files  that  will  be  used 
in  the  merge. 

2  Type  1/learn/memo.pf  as  the  primary  file,  then 
click  on  OK. 

3  Click  on  OK  to  begin  the  merge  without  a 
secondary  file. 

You  do  not  need  to  enter  the  name  of  a  secondary  file 
because  the  information  for  the  merge  comes  from 
the  keyboard. 

WordPerfect  will  automatically  insert  the  correct  date 
and  stop  at  the  first  ^C. 
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Lone  Pine  Hatlonal  Pork 

H 

Date:  October  7,  158? 

1 

1 

In:  1 

From:  "C 

1 

Subject: 

"OTpe  Heim'O^C 

Doc  1  Pg  1  Ln  6  Pes  23  Herge 

Choose  Merge  from  the  Special  menu,  then  click  on 
'^E  End  of  Record  at  any  time  to  stop  the  merge  and 
start  over. 

) 
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17.7  Complete  the 
Memo 


) 


) 


You  are  now  ready  to  fill  in  the  memo  heading. 

1  Type  All  Park  Entrance  Personnel  for  the  "To:" 
entry. 

2  Choose  Merge  from  the  Special  menu,  then  click 
on  '^R  End  of  Field  to  continue  the  merge. 

WordPerfect  stops  at  the  next  ^C. 

3  Type  Ranger  John  T.  Smith  for  the  "From:" 
entry. 

4  Choose  Merge  from  the  Special  menu,  then  click 
on  '^R  End  of  Field  to  continue  the  merge. 

WordPerfect  stops  at  the  next  ^C. 

5  Type  Fire  Restriction  for  the  "Subject:"  entry. 

6  Choose  Merge  from  the  Special  menu,  then  click 
on  '^R  End  of  Field  to  continue  the  merge. 

WordPerfect  displays  the  "Type  Memo"  message  at 
the  bottom  of  the  screen,  then  stops  at  the  final  ^C. 
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□                                  memcpf    •  E 

Date;  October  7,  1587 

To:  mi  Pork  Entrance  Personnel 

From:  Ranger  John  T.  Smith 

Subject:  Firt  Restriction 

1  /;  , 

Tape  Heio 
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Type  the  following. 


Effective  immediately  tliere  will  be  a  fire 
hazard  watch  posted  for  all  areas  of  the  park. 

Please  warn  all  visitors  that  there  will  be  no 
fires  in  the  park  until  further  notice. 

Thank  you. 

8  Choose  Merge  from  the  Special  menu,  then  click 
on  '^R  End  of  Field  to  end  the  merge. 

You  can  use  the  MEMO.PF  file  over  and  over  again 
to  create  other  memos. 


From;  Ronger  John  T.  Smith 

Subject:  firs  Restriction 

Effective  iwdiateltt  there  Mill  be  a  fire  hozari  watch  posted 
for  oil  areas  of  the  park. 

Please  worn  all  visitors  thot  there  will  be  no  fires  in  the  pari( 
until  further  notice. 

Thonk  iiDii.  I 
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17.8  Print  and  Save        The  memo  you  have  created  by  merging  information 

from  the  keyboard  and  the  primary  file  can  now  be 
printed  and  saved. 

1  Choose  Print  from  the  Print  menu. 
The  memo  will  be  printed. 

2  Choose  Close  from  the  File  menu,  then  click  on 
Yes  to  save  the  document. 

3  Type  1/learn/memo.Irn  as  the  filename,  then  click 
on  OK. 

4  Click  on  No  to  clear  the  screen. 
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Lesson  18:  Combining  Macros 
and  Merges 


You  can  save  keystrokes  during  a  merge  by  using 
macros  to  automate  the  process. 

In  this  lesson,  you  merge  a  memo  form  (primary  file) 
with  the  keyboard.  The  merge  is  started  by  a  macro. 
After  you  type  the  memo,  another  macro  sends  the 
completed  memo  to  the  printer,  then  asks  for  a 
filename  to  save  the  memo  on  disk. 

While  working  through  this  lesson,  you  learn  the 
following  facts  about  macros  and  merges: 

•  You  can  start  a  merge  with  a  macro. 

•  You  can  automatically  start  a  macro  at  the  end  of 
each  merged  document. 

The  skills  you  learn  in  this  lesson  let  you  fully 
automate  the  merge  process,  from  starting  the  merge 
to  saving  and  printing  the  merged  document. 


18.1  The  Memo  The  memo  for  this  step  is  a  primary  file  created  in 

Lesson  17.  If  you  have  not  completed  Lesson  17,  do 
so  and  save  the  primary  file  as  MEMO.PF  in  the 
Learn  directory  on  the  system  (1/)  prefix. 

) 


) 
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18.2  Define  the 
"Memo"  Macro 


To  begin,  define  a  macro  that  starts  the  merge.  The 
number  of  keystrokes  needed  to  start  the  memo-merge 
is  thereby  reduced. 

1  Choose  Macro  Define  from  the  Special  menu  to 
begin  defining  a  macro. 

2  Type  memo  as  the  macro  name,  then  click  on  OK. 

3  Choose  Merge  from  the  Special  menu,  then  click 
on  X  Execute  to  start  the  merge. 

4  Type  1/learn/memo.pf  as  the  primary  file,  then 
click  on  OK. 

5  Click  on  OK  since  there  is  not  a  secondary  file. 
Merging  begins. 


File  Edit  Search  Print  Line  PagiStgle  Footnote  Special 
Lone  Pint  national  Pork 


Dote;  October  7,  1987 
To:  I 

From:  "t 
Subject:  *C 
'OTiipe  Henio*0''C 
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6  Choose  Merge  from  the  Special  menu,  then  click 
on  '^E  End  of  Record  to  end  the  merge. 

When  you  include  a  merge  in  the  macro  definition, 
the  macro  definition  automatically  ends. 
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18.3  Define  the  "End"  Define  a  macro  that  automatically  sends  the  finished 
Macro  memo  to  the  printer,  then  requests  a  filename  for  the 

memo. 

1  Choose  Macro  Define  from  the  Special  menu  to 
begin  defining  a  macro. 

2  Type  end  as  the  macro  name,  then  click  on  OK. 

3  Choose  Print  from  the  Print  menu  to  print  a 
document. 

4  Press  a  Home  key  (5  or  7  on  the  Number  Pad) 
three  times,  then  press  the  Up  Arrow  key  (t)  to 
move  the  cursor  to  the  beginning  of  the  document 
before  any  codes. 

5  Choose  New  Page  from  the  Page  menu  to  insert  a 
hard  page  break. 

6  Press  the  Up  Arrow  key  (t)  to  move  the  cursor  to 
the  first  page  of  the  document. 

The  previous  three  steps  are  designed  to  keep  this 
document  on  a  separate  page  when  it  is  appended  to 
another  file. 

7  Choose  Block  from  the  Help  feature,  press  a  Home 
key  (5  or  7  on  the  Number  Pad)  twice,  then  press 
the  Down  Arrow  key  (i)  to  block  the  entire 
memo. 

8  Choose  Append  from  the  Edit  menu  to  begin 
appending  the  block  to  another  file. 

9  Type  1/learn/memo.x  to  append  the  block  to 
MEMO.X,  then  click  on  OK. 

You  can  append  the  block  to  any  file  you  want  by 
entering  a  different  filename.  The  filename  you  enter, 
however,  will  be  the  file  this  block  is  appended  to 
every  time  you  run  the  "End"  macro. 
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1 0  Choose  Block  from  the  Help  feature  to  turn  off 
Block. 

1 1  Choose  Close  from  the  File  menu,  then  click  on 
No  twice  to  clear  the  screen. 

1 2  Choose  Macro  Define  from  the  Special  menu  to 
end  the  macro  definition. 


18.4  Prepare  the 
Primary  File 


There  are  specific  merge  commands  that  tell  the 
primary  file  to  start  a  macro  after  the  merge  is 
finished.  In  this  case,  you  will  insert  a  code  that  tells 
the  primary  file  MEMO.PF  to  start  the  "End"  macro 
after  the  memo  is  completed. 

1  Choose  Retrieve  from  the  File  menu  to  begin 
retrieving  a  document. 

2  Type  1/learn/memo.pf  as  the  filename,  then  click 
on  OK. 

The  memo  appears  on  the  screen. 


Dote:  *D 

lo: 

from:  *C 

Subject:  "C 
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3  Choose  Merge  from  the  Special  menu,  then  click 
on  '^G  Chain  to  Macro  to  insert      into  the 
memo. 

4  Type  end  (the  name  of  the  macro  you  just  created). 

5  Choose  Merge  from  the  Special  menu,  then  click 
on  '^G  Chain  to  Macro  to  insert      into  the 
memo. 
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You  should  see  ^Gend^G  at  the  top  of  the  memo. 


Liiiie  Pine  Hotiniifll  Park 


Date: 
h: 
Front:  "C 
Subject:  "C 
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No  matter  where  you  place  a  macro  in  a  primary  file, 
it  will  not  start  until  the  merge  has  ended. 

Now  resave  the  memo  with  the  new  merge 
commands. 

6  Choose  Save  from  the  File  menu  to  replace  the 
original  memo  on  disk  with  the  edited  memo  on 
the  screen. 

7  Choose  Close  from  the  File  menu,  then  click  on 
No  twice  to  clear  the  screen. 


18.5  Start  the  Macro 
and  Merge 


Now  you  are  ready  to  run  the  macro  and  merge. 

1  Choose  Macro  Execute  from  the  Special  menu  to 
start  a  macro. 

2  Type  memo  as  the  macro  name,  then  cUck  on  OK. 
The  macro  begins  by  starting  your  memo  merge. 


long  Pine  Mntional  Pnrk 


Dote:  October  ?,  198? 
■   k  I 

hm:  :  ''C 
Subject;  "t 
'Olype  !leiiio''ll"C 
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3  After  typing  each  entry,  choose  Merge  from  the 
Special  menu,  then  click  on  '^R  End  of  Field  to 
continue  the  merge. 
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4  After  you  type  the  last  entry  (the  text  of  the 
memo),  choose  Merge  from  the  Special  menu, 
then  click  on  '^R  End  of  Field  again,  and  the 
memo  will  be  sent  to  the  printer,  appended  to  a  file 
named  MEMO.X,  and  cleared  from  the  screen. 


Lesson  19:  Merge  to  the  Printer 


When  you  need  to  merge  and  print  a  large  number  of 
letters  and  you  do  not  have  time  to  sit  and  watch,  or 
there  is  not  enough  memory  and  disk  space  for  the 
resulting  file  of  merged  documents,  you  should  merge 
to  the  printer. 

In  this  lesson,  you  create  a  primary  file  that 
automatically  sends  each  merged  document  to  the 
printer  before  creating  a  new  one.  Both  the  primary 
file  LETTER.PF  and  the  address  file  ADDRESS. SF 
created  in  lesson  16  are  necessary  for  this  lesson. 

Hand-fed  forms  cannot  be  used  while  merging  to  the 
printer. 

While  working  through  this  lesson,  you  learn  the 
following  facts  about  merge  commands: 

•  Next  Record  tells  WordPerfect  to  get  the  next 
record  from  the  secondary  file. 

•  To  Printer  tells  WordPerfect  to  send  all  text 
merged  to  that  point  to  the  printer. 

•  ^P  Primary  File  tells  WordPerfect  to  start  the 
merge  over  using  the  primary  file  named  between 
AP's. 

The  skills  you  learn  in  this  lesson  can  be  used  to  print 

•  Mass-mailing  letters. 

•  Labels. 

•  Organizational  notices. 
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19.1  Change  the  Begin  this  lesson  by  inserting  merge  commands  into 

Primary  File  tlie  primary  file  that  send  each  letter  to  the  printer. 

The  file  LETTER.PF  used  in  this  step  was  created  in 

Lesson  16. 

1  Choose  Retrieve  from  the  File  menu  to  retrieve  a 
document. 

2  Type  1/learn/letter.pf  as  the  filename,  then  click 
on  OK. 


|#File  Edit  Seiircli  Print  Line  Page  Stah  Footnotg  Spicial 


Af3A 

Dear  '^F5*: 

Thank  m,  '*F5,  for  on  outstonding  effort  in  fighting  the 
largest  fire  in  lone  Pine  Notionol  Pork's  histora.  The 
volunteer  fire  fighters  in  pur  coiiuunita  are  an  inspiring  model 
for  oil  fire  fighters  in  our  state  and  notion. 

1 

Nith  appreciation, 

Ranger  John  T.  Smith 

Doc  1  Pg  1  In  1  Pas  IB 

3  Move  the  cursor  to  the  end  of  the  document. 

4  Press  Return  twice  to  add  a  blank  line  between 
the  text  and  commands. 

5  Choose  Merge  from  the  Special  menu,  then  click 
on  '^T  To  Printer  to  insert  ^T  into  the  primary 
file. 

The  ^T  will  send  all  text  merged  to  that  point  to  the 
printer 

) 
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6  Choose  Merge  from  the  Special  menu,  then  click 
on  Next  Record  to  insert  into  the  primary 
file. 

The  tells  the  merge  to  go  to  the  next  record  in  the 
secondary  file. 

7  Choose  Merge  from  the  Special  menu,  then  click 
on  '^P  Primary  File  to  insert  into  the  primary 
file. 

The     tells  the  merge  to  start  over  again. 

8  Choose  Merge  from  the  Special  menu,  then  click 

Ap  Primary  File  to  insert  another  ^P  to 
complete  the  pair 


|<t  File  Hit  Search  Print  Lint  Page  Still?  Footnote  Speciol 


□                                 letter.pf  El 

Dear"F5*: 

i 

Thank  !|ou,  "FS";  for  an  outstondina  effort  in  fightinj  the 
lorasst  fire  in  Lone  Pine  Notional  Pork  s  historsi.  The 
volunteer  fire  fijhters  in  uour  comunita  ore  on  inspiring  model 
for  oil  fire  fighters  in  our  stflte  and  nation. 

1 

With  appreciation, 

Roiijer  John  T.  Smith 

*T*ll'P*P| 

_ 
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The  pair  of  ^P's  tells  the  merge  which  primary  file  to 
use  next.  Because  a  primary  file  is  not  named 
between  the  two  ^P's,  WordPerfect  uses  the  same 
primary  file  again. 

The  A^ApAp  combination  tells  WordPerfect  not  to 
insert  an  extra  page  break  since  the  printer  will 
automatically  advance  to  the  next  page  when  it 
finishes  each  letter 
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19.2  Save  the  Primary     Save  the  document  as  a  primary  file. 
File 

1  Clioose  Close  from  tlie  File  menu,  then  click  on 
Yes  to  begin  saving  the  file. 

2  Type  1/learn/mergel  as  the  filename,  then  click 
on  OK. 

3  Click  on  No  to  clear  the  screen. 
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19.3  Merge 


) 


The  secondary  file  used  in  this  merge,  ADDRESS, SF, 
was  created  in  Lesson  16. 

1  Choose  Merge  from  the  Special  menu,  then  click 
on  X  Execute  to  start  the  merge. 

2  Type  1/learn/mergel  as  the  primary  file,  then 
click  on  OK. 

3  Type  1/learn/address.sf  as  the  secondary  file,  then 
click  on  OK  to  begin  the  merge. 

The  screen  is  cleared  and  the  letters  are  merged  to  the 
printer 
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Lesson  20:  Reports  and  Lists 


Lists  and  reports  can  be  generated  by  customizing  the 
merge.  In  this  lesson,  you  create  a  name  and  phone 
list  by  using  the  secondary  file  ADDRESS. SF  created 
in  Lesson  16. 

While  working  through  this  lesson,  you  learn  the 
following  facts  about  the  Merge  feature: 

•  A  secondary  file  can  be  used  for  more  than  just  a 
simple  merge. 

•  You  can  adjust  the  format  of  a  document  after  it 
has  been  merged. 

The  skills  you  learn  in  this  lesson  can  be  used  to 
generate  lists  and  reports. 
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20.1  The  Primary  File     Begin  by  creating  a  primary  file  called  PHONE.LST. 

1  Choose  Merge  from  the  Special  menu,  then  click 
on  '^F  Field  Number. 

2  Type  1,  then  click  on  OK  to  insert  ^Fl^  into  the 
letter. 

3  Press  Tab. 

4  Choose  Merge  from  the  Special  menu,  then  click 
on  '^F  Field  Number. 

5  Type  4,  then  click  on  OK  to  insert  ^F4'^  into  the 
letter. 

6  Press  Return. 

7  Choose  Merge  from  the  Special  menu,  then  click 
on  '^N  Next  Record  to  insert      into  the  letter. 

8  Choose  Merge  from  the  Special  menu,  then  click 
on  '^P  Primary  File  to  insert  ^P  into  the  letter. 

9  Choose  Merge  from  the  Special  menu,  then  click 
on  '^P  Primary  File  to  insert  another  ^P  into  the 
letter. 

The  AjvjApAp  combination  tells  WordPerfect  not  to 
insert  an  extra  page  break  since  the  printer  will 
automatically  advance  to  the  next  page  when  it 
finishes  printing  the  current  page. 
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20.2  Save  the  Primary     Save  the  document  as  a  primary  file. 
File 

1  Choose  Close  from  the  File  menu,  then  click  on 
Yes  to  begin  saving  the  primary  file. 

2  Type  1/learn/phone.lst  as  the  filename,  then  click 
on  OK. 

3  Click  on  No  to  clear  the  screen. 
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20.3  Merge 


You  are  ready  to  create  a  phone  list  with  the  Merge 
feature.  If  you  have  not  completed  Lesson  16,  turn 
there  now  and  create  the  ADDRESS. SF  file. 


1  Choose  Merge  from  the  Special  menu,  then  click 
on  X  Execute  to  start  the  merge. 

2  Type  1/learn/phone.lst  as  the  primary  file,  then 
click  on  OK. 

3  Type  1/learn/address.sf  as  the  secondary  file,  then 
click  on  OK. 

The  Merge  will  begin. 


Hr.  Illan  Wilson  861  66H5i|5 
Mr.  Jeff  Richards  8B1  656-6757 
Kr.  John  Eliot 


Doc  1  Ps  Un  1  Pos  IB 
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20.4  Adjust  the  After  creating  a  list,  you  can  adjust  the  format  and  add 

Format  titles  to  finish  editing  the  document.  Set  a  tab  for  the 

phone  numbers  in  the  merged  document. 

1  Move  the  cursor  to  the  beginning  of  the  document. 

2  Press  Return  to  add  a  blank  line,  then  press  the 
Up  Arrow  (t)  to  move  the  cursor  to  the  first  line. 

3  Choose  Center  from  the  Line  menu  to  center  a 
heading. 

4  Choose  Bold  from  the  Style  menu  to  turn  on  Bold. 

5  Type  Phone  List  as  the  heading. 

®  Choose  Bold  from  the  Style  menu  to  turn  off  Bold. 

7  Press  Return  twice  to  end  centering,  move  to  the 
next  line,  and  add  a  blank  line. 

8  Choose  Tab  Set  from  the  Line  menu  to  begin 
setting  new  tabs. 

9  Move  the  cursor  to  position  0  on  the  Tab  Ruler. 

1 0  Execute  the  Keyboard  Equivalent  for  Delete  End 
of  Line  to  erase  all  of  the  tab  stops. 

The  preassigned  Keyboard  Equivalent  for  Delete 
End  of  Line  is  executed  by  typing  Apple-Right  Arrow. 

1 1  Double  click  on  position  40  to  set  a  tab. 
1 2 Click  on  OK  to  confirm  the  setting. 
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1 3  Choose  Rewrite  Screen  from  the  Edit  menu  to 
reformat  the  screen. 

The  phone  numbers  move  to  position  40. 


Man  Wilsbn 
Mr.  Jeff  Richards 
Hr.  John  Eliot 


Phone  List 


881  m-kn 

881  666-6767 


Doc  1  fg  1  In  3  Pos  16 


1 4  Choose  Close,  then  click  on  No  twice  to  clear  the 
screen  without  saving  the  document. 
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Lesson  21:  Document  Assembly 


WordPerfect's  Merge  feature  can  help  you  assemble 
documents  from  various  files  saved  in  any  directory. 

In  this  lesson,  you  create  several  paragraphs  (each  in  a 
separate  file)  and  use  them  with  Merge  to  "assemble" 
a  contract. 

While  working  through  this  lesson,  you  learn  the 
following  facts  about  Merge  codes: 

•  updates  the  screen  so  you  can  see  the  added 
text  as  the  merge  progresses. 

•  ^P^C^P  lets  you  enter  a  file  to  be  retrieved  at  that 
point. 

•  Placing  ^P^C^P  between  two  ^O's  lets  you  display 
a  reminder  of  what  your  options  are  at  that  point  in 
the  merge. 

The  skills  that  you  learn  in  this  lesson  can  be  used  to 
create  customized  contracts. 


21.1  Create  Eight 
Primary  Files 


Now  that  you  know  how  to  insert  merge  codes  into  a 
document,  create  eight  primary  files. 


When  you  see  [HRt],  press  Return,  and  when  you  see 
[Tab],  press  Tab. 

First  file 

Create  the  first  file. 

1   Type  Two  bedrooms  with  one  and  one-half 
bathrooms[HRt]  [Tab]B.[Tab] 
'^U'^OEnter  k  for  kitchen  or  t  for 
kitchenette:'^P'^C'^P'^0 

This  is  how  your  document  should  look  on  screen. 


lit  File  Edit  Seorch  Print  Line  Pags  Stale  FootnDti  Speciol 


Save  the  first  primary  file. 

2  Choose  Close  from  the  File  menu,  then  click  on 
Yes. 

3  Type  two  as  the  filename,  then  click  on  OK. 

4  Click  on  No  to  clear  the  screen. 


Doc  1  Pg  i  In  2  Pos  7k 


2 
ft 
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Second  file 

Create  the  following  file. 

1  Type  Three  bedrooms  with  one  and  three- 

quarters  bathrooms[HRt]  [Tab]B. 
[TabJ'^U'^OEnter  k  for  kitchen  or  t  for 
kitchenette: '^P'^C^P^O 

Save  the  second  primary  file. 

2  Choose  Close  from  the  File  menu,  then  click  on 
Yes. 

3  Type  three  as  the  filename,  then  click  on  OK. 

4  Click  on  No  to  clear  the  screen. 
Third  file 

Create  the  following  file. 

1  Type  Four  bedrooms  with  two  full 

bathrooms[HRt]  [Tab]B.[Tab] 
'^U'^OEnter  k  for  kitchen  or  t  for 
kitchenette-.'^P^C'^P'^O 

Save  the  third  primary  file. 

2  Choose  Close  from  the  File  menu,  then  click  on 
Yes. 

3  Type  four  as  the  filename,  then  click  on  OK. 

4  Click  on  No  to  clear  the  screen. 


Fourth  file 

Create  the  following  file. 

1  Type  Kitchen  including  appliances  [HRt] 

[Tab]C.[Tab]'^U'\OEnter  p  for  pool 
or  h  for  hot  tub.-'^P'^C^P^O 

Save  the  fourth  primary  file. 

2  Choose  Close  from  the  File  menu,  then  click  on 
Yes. 

3  Type  k  as  the  filename,  then  click  on  OK. 

4  Click  on  No  to  clear  the  screen. 
Fifth  file 

Create  the  following  file. 

1  Type  Kitchenette  with  no  appliances  [HRt] 

[Tab]C.[Tab]'^U'^OEnter  p  for  pool  or  h 
for  hot  tubr'^P'^C'^P'^O 

Save  the  fifth  primary  file. 

2  Choose  Close  from  the  File  menu,  then  click  on 
Yes. 

3  Type  t  as  the  filename,  then  click  on  OK. 

4  Click  on  No  to  clear  the  screen. 
Sixth  file 

Create  the  following  file. 
1   Type  Swimming  Pool 

Save  the  sixth  primary  file. 
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2  Choose  Close  from  the  File  menu,  then  click  on 
Yes. 

3  Type  p  as  the  filename,  then  click  on  OK. 

4  Click  on  No  to  clear  the  screen. 
Seventh  file 

Create  the  following  file. 

1  Type  Marble  hot  tub 

Save  the  seventh  primary  file. 

2  Choose  Close  from  the  File  menu,  then  click  on 
Yes. 

3  Type  h  as  the  filename,  then  click  on  OK. 

4  Click  on  No  to  clear  the  screen. 
Eighth  file 

Create  the  following  file. 

1  Type  I.[Tab]Property  Description[HRt] 

[Tab]A.[Tab]'^U'^OEnter  the  number  of 
bedrooms  (two-four): '^P'^C'^P'^O 

Save  the  eighth  primary  file. 

2  Choose  Close  from  the  File  menu,  then  click  on 
Yes. 

3  Type  merge2.pf  as  the  filename,  then  click  on 
OK. 

4  Click  on  No  to  clear  the  screen. 


21.2  Merge 


You  are  now  ready  to  assemble  a  document. 


1  Choose  Merge  from  the  Special  menu,  then  click 
on  X  Execute  to  start  the  merge. 

2  Type  merge2.pf  as  the  primary  file,  then  click  on 
OK. 

3  Click  on  OK  to  confirm  that  there  is  no  secondary 
file  and  begin  merging. 


I.    PropertH  Desoritition 

11.    BOfnter  the  number  of  bedrooms  (two-four): ''P''C*P*I 


Enter  the  number  of  bedrooms  CtNo-four):| 
Ooc  1  Pg  1  Ln  2  Pos  26  Merge 


You  can  now  respond  to  the  prompts  displayed  at  the 
bottom  of  the  screen.  Enter  letters  or  words  (the 
words  need  to  be  completely  typed  out).  The  merge 
will  automatically  continue  until  a  property 
description  is  completed. 
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21.3  Clear  the  Screen      When  the  merge  is  finished,  clear  the  screen. 


1   Choose  Close  from  the  File  menu,  then  click  on 
No  twice  to  clear  the  screen. 


) 


) 
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Lesson  22:  Merge- — Boilerplates 


In  this  lesson,  you  build  a  flexible  contract  using 
previously-created  files.  You  should  have  completed 
Lesson  21  before  starting  this  lesson. 

While  working  through  this  lesson,  you  learn  the 
following  facts  about  the  Merge  feature: 

•  Ay  Transfer  lets  you  transfer  merge  codes  into  the 
document  being  created. 

•  You  can  create  a  primary  file  which,  when  merged 
with  itself,  creates  a  secondary  file. 

The  skills  you  learn  in  this  lesson  can  be  used  to 
create  and  add  to  secondary  files  at  the  same  time  you 
create  merge  documents. 
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22.1  Create  a  File  Create  and  save  the  following  file  so  that  it  is  on  disk 

when  you  create  the  FORM  memo  in  step  22.4. 

1  Type  customer  file  as  the  text  in  the  file. 

2  Choose  Close  from  the  File  menu,  then  click  on 
Yes  to  begin  saving  the  text. 

3  Type  customer  as  the  filename,  then  click  on  OK. 

4  Click  on  No  to  clear  the  screen. 
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22.2  The  First 
Primary  File 


Duplicate  the  file  you  see  on  the  screen  below.  This 
primary  file  is  the  basic  contract  used  in  the  merge. 


Owner/Buuer  '*F1' 


Im  Pine  Becrentional  Propertii 


*FI"  hersbsi  deposits  with  Lone  Pine  Recreational  Property  os 
EMHESI  fflflEV,  the  amount  of       which  sholi  lie  deposited  in 
accordance  with: applicable  State  Low. 

Tape  of  Cabin; 

OFFER  TJ  PyRCHBSE 

I.  Propertii  Description 

II.    "U^llEnter  the  nuiber  of  bedrooms  (two-four): ''P'C'P'O 

II.  Purchase  Price  and  Finonoinj 
The  Totfll  Price  is  $'F3* 

— ^  "TFI  

Doc  1  Pg  1  Ln  19  Pas  ift 


Save  the  file. 

1  Choose  Close  from  the  File  menu,  then  click  on 
Yes  to  begin  saving  the  document. 

2  Type  merge4  as  the  filename,  then  click  on  OK. 

3  Click  on  No  to  clear  the  screen. 
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22.3  The  Second 
Primary  File 


Duplicate  the  file  you  see  on  the  screen  below.  This 
primary  file  is  used  to  help  create  a  secondary  file 
with  one  record  which  merges  with  the  contract 
primary  file  created  earlier. 

When  you  enter      and  ^E,  the  cursor  wraps  to  the 
next  line.  Delete  the  [HRt]  so  that  your  cursor  is  next 
to  the      or     to  add  the  next  code. 


■Olwe  (iPpliciint'sFull  HanimTr^;  : 
'OTape  the  Stale  of  Coblu'OtTrV 
'Olape  the  Totol  Purchase  Prioe^O^CVTV 
Wpe  the  taunt  of  Eornest  Honsa  BspositefOWR 

'Oform'GI 


Doc  1  Pg  1  Ln  6  Pos  18 


Save  the  file. 

1  Choose  Close  from  the  File  menu,  then  click  on 
Yes. 

2  Type  merge3  as  the  filename,  then  click  on  OK. 

3  Click  on  No  to  clear  the  screen. 
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22.4  Create  a  Macro 


) 


) 


This  macro  is  started  after  the  secondary  record  is 
created.  The  secondary  file  witli  the  single  record  is 
saved,  then  merged  with  the  contract  primary  file. 

1  Type  This  is  a  test  in  order  to  have  some  text  on 
the  screen. 

2  Choose  Macro  Define  from  the  Special  menu  to 
begin  defining  a  macro. 

3  Type  form  as  the  macro  name,  then  click  on  OK. 

4  Execute  the  Keyboard  Equivalent  for  Block  to 
turn  on  Block. 

The  preassignecl  Keyboard  Equivalent  for  Block  is 
executed  by  typing  Option-b. 

5  Press  a  Home  key  (5  or  7  on  the  Number  Pad) 
twice,  then  press  the  Up  Arrow  key  (t)  to  move 
the  cursor  to  the  beginning  of  the  document. 

6  Choose  Save  As  from  the  File  menu. 

7  Type  customer  as  the  filename,  click  on  OK,  then 
click  on  Yes  to  confirm  the  replacement. 

8  Execute  the  Keyboard  Equivalent  for  Block  to 
turn  off  Block. 

9  Choose  Close  from  the  File  menu,  then  click  on 
No  twice  to  clear  the  screen. 

1 0  Choose  Merge  from  the  Special  menu,  then  click 
on  X  Execute  to  start  the  merge. 

1 1  Type  merge4  as  the  primary  file,  then  click  on 
OK. 

1 2  Type  customer  as  the  secondary  file,  then  click  on 
OK. 
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13  Choose  Merge  from  the  Special  menu,  then  click 
on  '^E  End  of  Record  to  end  the  merge  (and 
macro). 


14  Choose  Close  from  the  File  menu,  then  chck  on 
No  twice  to  clear  the  screen. 


22.5  Merge 


You  can  now  begin  merging. 


1  Clioose  Merge  from  the  Special  menu,  then  cHck 
on  X  Execute  to  start  the  merge. 

2  Type  mergeS  as  the  primary  file,  then  cliclc  on 


3  Click  on  OK  since  there  is  no  secondary  file  (one 
has  not  yet  been  created). 


lit  File  Edit  Starch  Print  Line  Page  Stale  Foatnote  Speciol 


4  Type  the  information  requested  by  the  prompts, 
choose  Merge  from  the  Special  menu,  then  click 
on  '^REnd  of  Field. 

5  Choose  Close  from  the  File  menu,  then  click  on 
No  twice  to  clear  the  screen. 


OK. 


Tape  llpplicont's  Full  iam 
Doc  1  Ps  1  In  1  Pos  18  Merge 


2 
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Reference 


) 


) 


) 


Advance 


Underline  (Slf 
llnil(rli»8  Smlt... 
Superscript 


OiersUike  SO 
Fint  onil  Ulch... 


The  Advance  feature  lets  you  print  text  one-half  line 
up  or  down  from  your  regular  text. 


Advance  Up  or  Down      When  you  want  to  advance  your  text  up  or  down  one- 
half  line: 

1  Move  the  cursor  to  where  you  want  the  advance  to 
begin. 

2  Choose  Advance  Up  or  Advance  Down  from  the 
Style  menu  to  advance  up  or  down. 

An  "Adv  dn"  or  "Adv  up"  message  and  the  new  line 
number  appear  on  the  status  line. 
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3  Type  the  text  to  be  printed  up  or  down  one -half 
Hne. 

When  you  want  to  return  to  your  original  line 
position,  choose  Advance  Up  or  Advance  Down 
again  to  move  back  down  or  back  up. 


Append 


Cut 

tm 

fastt 

Tsipeoyer 
Ease  ConvEft... 
Hove  Pose... 
Bue  firosmpli.. 
Houe  Sentence. 
ShetiCsiles 
lefirite  Screen 
Shcittliplicaril 


This  feature  lets  you  add  a  block  of  text  to  the  end  of 
an  existing  file. 

1  Block  the  text  you  want  appended. 

2  Choose  Append  from  the  Edit  menu  to  append  the 
highlighted  text  to  a  file. 

3  Type  the  name  of  the  file,  then  click  on  OK. 

Do  not  append  to  a  locked  file. 

If  WordPerfect  cannot  find  the  named  file,  a  new  file 
is  created  using  the  name  you  entered,  and  the  block 
of  text  is  saved  as  that  file. 


) 


) 
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Binding  Width 


This  feature  on  the  Printer  Control  menu  shifts  text  to 
the  right  on  odd-numbered  pages  and  to  the  left  on 
even-numbered  pages.  This  allows  room  on  two- 
sided  copies  for  holes  or  other  bindings.  For  one- 
sided copies,  just  increase  the  left  margin. 

1  Choose  Printer  Control  from  the  Print  menu. 

2  Click  on  the  "Select  Print  Options"  button. 

3  Press  Tab  twice  to  move  the  cursor  to  the 
"Binding  Width"  box. 

4  Type  the  width  in  tenths  of  an  inch,  then  click  on 
OK. 

For  example,  enter  5  for  one-half  inch  binding  width. 

5  Click  on  Exit  to  exit  the  Printer  Control  menu. 

The  binding  width  is  changed  for  every  print  job  until 
you  exit  WordPerfect.  If  you  want  the  binding  width 
to  be  changed  for  the  next  print  job  only,  click  on  the 
"Next  print  job  only"  box  before  clicking  on  OK. 

A  code  for  binding  width  is  not  inserted  into  your 
document.  If  you  want  to  change  the  binding  width 
or  set  it  back  to  zero,  follow  the  steps  above  and  reset 
the  value. 

If  you  want  to  make  your  Binding  Width  setting 
permanent,  see  Defaults  in  this  section. 


Block 


Block  is  used  to  define  portions  of  your  text  for  use 
witli  other  features.  When  Block  is  on,  two  [Block] 
codes  appear  in  the  Codes  window.  The  text  between 
the  two  codes  is  blocked. 

1  Move  the  cursor  to  one  end  of  the  text  you  wish  to 
block. 

2  Press  and  hold  the  mouse  button. 

A  "Block  On"  message  on  the  status  line  indicates 
that  you  are  defining  a  block  of  text. 

3  Highlight  the  text  you  want  defined  by  dragging  to 
the  opposite  end  of  the  text  you  wish  to  block. 

4  Release  the  mouse  button. 

5  Select  a  feature  for  use  with  the  highlighted  text. 

6  Click  the  mouse  button  to  turn  off  Block. 

WordPerfect  Features     With  Block  on,  you  can  use  any  of  the  following 

WordPerfect  features: 

Append  Go  To  Character 

Bold  Paste 

Case  Convert  Print 

Copy  Save  As 

Cut  Underline 

Delete 

If  you  are  blocking  text  while  defining  a  macro,  you 
should  choose  Block  from  the  Help  feature,  then  press 
the  Arrow  keys  to  highlight  the  block. 
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Type  Bolded  Text 


Bold  Existing  Text 


Remove  Holding 


Bolded  text  is  printed  darker  than  normal  text.  On  the 
screen,  you  may  select  the  color  of  bolded  text  with 
the  Colors  feature  (see  Colors  in  this  section). 

When  you  want  to  bold  text  on  your  screen  and  at  the 
printer: 

1  Choose  Bold  from  the  Style  menu  to  turn  on  Bold. 

2  Type  the  text. 

3  Choose  Bold  from  the  Style  menu  again  to  turn  off 
Bold. 

"Pos"  on  the  status  line  is  bolded  when  the  cursor  is 
moved  through  bolded  text. 

Use  the  Block  feature  to  bold  text  you  have  already 
typed  on  your  screen. 

1  Block  the  text  you  want  bolded. 

2  Choose  Bold  from  the  Style  menu  to  bold  the  text. 

3  Click  the  mouse  button  to  turn  off  Block. 

If  you  change  your  mind  and  do  not  want  a  block  of 
text  bolded,  you  can  delete  the  bold  codes  in  the 
Codes  window. 

1  Choose  Show  Codes  from  the  Edit  menu  to 
display  the  Codes  window. 

2  Move  the  cursor  in  the  Codes  window  to  the 
immediate  right  of  either  the  [B]  or  [b]  code. 


3  Press  Delete  to  delete  the  code. 


4  Choose  Hide  Codes  from  the  Edit  menu  to  remove 
the  Codes  window. 

When  deleting  bolded  text  on  the  normal  screen,  a 
"Delete  [Bid]?"  message  might  appear.  Click  on  Yes 
to  delete  the  bold  codes  surrounding  the  text.  Click 
on  No  to  leave  the  bold  codes  as  they  are. 
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Cancel 


WordPerfect's  Cancel  feature  can  be  used  to: 

•  Back  out  of  a  WordPerfect  menu  or  message. 

•  Cancel  a  WordPerfect  hyphenation  request  and 
wrap  the  word  (when  Hyphenation  is  on). 

You  can  choose  Cancel  from  the  Help  feature  or  by 
clicking  on  it  when  it  appears  as  an  option  in  many  of 
WordPerfect's  dialogues. 

The  Clear  key  on  the  keyboard  perform  the  same 
functions  as  the  Cancel  feature. 

Cancel  will  not  turn  off  the  "Macro  Def"  message. 
You  need  to  choose  Macro  Define  from  the  Special 
menu. 


Cancel  Printing 


The  Cancel  Printing  option  on  the  Printer  Control 
dialogue  lets  you  cancel  your  print  job. 

1  Choose  Printer  Control  from  the  Print  menu  to 
display  the  Printer  Control  dialogue. 

2  Click  on  the  "Cancel  Printing"  button. 

3  Click  on  OK  to  cancel  the  print  job. 

4  Click  on  Exit  to  exit  the  Printer  Control  dialogue. 

When  printing  is  canceled,  you  will  need  to  advance 
the  paper  in  your  printer  to  the  top  of  the  next  page. 

If  you  M'ant  to  stop  the  printer  to  make  a  mechanical 
adjustment  and  continue  printing  the  same  job,  click 
on  the  Stop  Printing  button  ( see  Stop  Printing  in  this 
section). 
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Capitalization 


Lock  The  Caps  Lock  key  lets  you  type  uppercase  letters 

without  holding  down  the  Shift  key: 

1  Press  Caps  Lock  until  it  locks  into  a  down 
position. 

2  Type  the  text. 

3  Press  Caps  Lock  again  to  release  the  key  and  end 
typing  uppercase  letters. 

Case  Conversion  With  the  Case  Convert  feature,  you  can  change  blocks 

of  existing  text  to  uppercase  or  lowercase  letters. 

1  Block  the  text  you  want  to  change. 

2  Choose  Case  Convert  from  the  Edit  menu. 

3  Click  on  Lower  to  convert  the  block  to  lowercase 
letters  or  click  on  Upper  to  convert  the  block  to 
uppercase  letters. 

4  Click  the  mouse  button  to  turn  off  Block. 
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Case  Convert 


With  the  Case  Convert  feature,  you  can  change  blocks 
of  existing  text  to  uppercase  or  lowercase  letters. 

1  Block  the  text  you  want  to  change. 

2  Choose  Case  Convert  from  the  Edit  menu. 

3  Click  on  Lower  to  convert  the  block  to  lowercase 
letters  or  click  on  Upper  to  convert  the  block  to 
uppercase  letters. 

4  Click  the  mouse  button  to  turn  off  Block. 


Center  Page 


8a<  P»ae 


Pose  Wfr  Position... 
Km  Pait  Kirttr... 


Poll  •  Coliiw  Position... 
Soppress  Page  Foroiot.. 


Pose  length... 
Top  Horgin... 

IfesJor?  onJ  Footers...  (5H 


Conditionol  End  of  Poge.. 
WdoB/lrpUn  Ptalect 


This  feature  centers  text  vertically  on  the  page  when 
the  page  is  printed.  The  text  is  not  centered  on  the 
screen. 


1  Move  the  cursor  to  the  beginning  of  the  page 
(before  any  codes). 

2  Choose  Center  Page  from  the  Page  menu. 

Choose  Center  from  the  Line  menu  to  center  a  line  of 
text  horizontally  on  the  page  (see  Center  Text  in  this 
section). 
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Center  Text 


Between  Margins  Choose  the  Center  feature  from  the  Line  menu  to 

center  a  hne  of  text  between  margins. 


filignient  Ctiflrocter.. 

il 

Inb  Stt... 

Tob,  huriiii.. 

Horains... 

SpDciim... 

HupbenatioB 

Hyphengtins  Zone... 
lilWMHIIIHWHi 

El 

Fliisk  Risbt 

4F 

Tab  BHgii 

IndMit,  lift 

M 

lni(«t,  tift/Hiibt 

Wnm  Itleii!!,  lift 

) 


1  Move  the  cursor  to  the  left  margin. 

2  Choose  Center  from  the  Line  menu  to  move  the 
cursor  to  the  center  of  the  line. 

3  Type  the  line  of  text  you  want  centered. 

4  Press  Return  to  turn  off  centering. 

If  the  cursor  is  not  at  the  left  margin,  the  text  will  he 
centered  at  the  cursor  position. 

) 
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Existing  Text  You  can  center  an  existing  line  of  text  with  the  Center 

feature. 

1  Move  the  cursor  to  the  beginning  of  the  text  to  be 
centered. 

) 

2  Choose  Center  from  the  Line  menu. 

3  Press  the  Down  Arrow  key  (i). 

Columns  You  can  use  the  Flush  Right  and  Center  features  to 

produce  columns. 

1  Enter  a  heading. 

Remember  to  press  Return  after  you  type  the 
heading. 

2  Choose  Center  from  the  Line  menu  to  move  the 
cursor  to  the  center  of  the  screen. 

3  Enter  another  heading. 

4  Choose  Flush  Right  from  the  Line  menu  to  move  ) 
the  cursor  to  the  right  margin. 

5  Enter  another  heading. 

S  Choose  Show  Codes  from  the  Edit  menu  to 
display  the  Codes  window. 

7  Move  the  cursor  to  the  immediate  right  of  the  Hard 
Return  [HRt]  codes  between  the  text  and  press 
Delete  to  delete  the  codes. 

8  Choose  Hide  Codes  from  the  Edit  menu  to  remove 
the  Codes  window. 

If  the  headings  overlap,  some  of  the  text  will 
disappear  from  the  screen. 
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Over  Columns 


The  Center  feature  can  center  a  heading  over  a 
column  of  text  or  numbers. 


1  Move  the  cursor  to  the  center  of  the  column. 
You  may  press  Tab  to  position  the  cursor. 

2  Choose  Center  from  the  Line  menu  to  begin 
centering. 

3  Type  the  text  to  be  centered. 

The  Center  code  [C]  takes  precedence  over  other 
codes.  If  you  type  text  in  front  of  a  Center  code,  the 
text  may  disappear  from  your  screen.  Delete  the  [C] 
code,  and  the  text  will  reappear. 
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Clean  Screen 


mi 

Speller...  ^ 

SS 

Ihesourus...  - 

Ksme...  ■ 

Hflcrc  Mm.. 

Mn  Execute. 

Insert  Date 

Dote  himi.,. 

Colors... 

CleiiPi  Screen  \i 

The  Clean  Screen  feature  removes  the  Menu  Bai;  Title 
Bar,  Scroll  Bar,  and  window  borders  from  your  screen. 

1   Choose  Clean  Screen  from  the  Special  menu. 

Only  text  and  the  status  line  appear  on  the  screen. 


Ihe  Clson  Screen  feoture  removes  the  Henii  Bar,  Title  Bar,  Scroll 
Bar,  end  window  liorilers  froB  iiaur  screen.  I 


Doc  1  Ps  1  Ln  2  Pos  51 


To  access  the  features  while  in  Clean  Screen,  you 
must  use  the  Help  feature.  To  access  the  Help  feature 
while  in  Clean  Screen,  you  must  use  the  keyboard. 

2  Hold  down  Control,  press  c,  release  Control,  then 
double-click  on  Clean  Screen  to  return  to  the 
original  screen. 
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Clipboard 


Viewing  the  Clipboard 


Retrieving  Text 


Wo  ; 

Cut; 

CopS! 

Paste  : 

Bppend 

lapeover 

Case  Convert... 

Hove  Poge... 

Hove  Paragraph.. 

Hove  Sentence. . . 

Show  Codes 

11 

Rewrite  Screen 

Show  Clipboard 

H 

Text  that  has  been  cut  or  copied  is  saved  on  the 
cupboard  and  remains  there  until  you  cut  or  copy 
again,  or  until  you  turn  off  the  computer. 

To  view  text  that  is  on  the  Clipboard: 

1  Choose  Show  Clipboard  from  the  Edit  menu. 

2  Click  on  OK  to  return  to  your  document. 
To  retrieve  the  text  that  is  on  the  Clipboard: 

1  Move  the  cursor  to  where  you  want  the  text 
retrieved. 

2  Choose  Paste  from  the  Edit  menu. 

The  text  will  be  retrieved  at  the  cursor  position. 


B  Close 


411 

Open 

tettim... 

48 

tmi 

So»eas... 

File  Hanaqeient.. 

4L 

fri«t 

Printer  C«Dtt«l,. 

4P 

DefgiiUs...  B 

SHitoh  JotmnK. 

(uit,.. 

'45 

When  you  choose  Close,  you  can  save  your  current 
document,  then  begin  a  new  document  or  exit 
WordPerfect. 

1  Choose  Close  from  the  File  menu. 
"Save  Document  #?"  appears. 

2  CHck  on  Yes,  type  a  filename,  and  click  on  OK  if 
you  want  to  save  the  document,  or  click  on  No  to 
not  save  the  document. 

3  When  "Exit  Document  #1?"  appears,  click  on  Yes 
to  exit  WordPerfect  or  click  on  No  to  clear  the 
screen  and  begin  a  new  document. 

Click  on  Cancel  if  you  change  your  mind  about 
exiting,  and  you  will  be  returned  to  the  document  on 
your  screen. 

Clicking  on  the  close  box  at  the  left  end  of  the  title  bar 
performs  the  same  function  as  choosing  Close. 

To  exit  multiple  documents,  use  the  Quit  feature  (see 
Quit  in  this  section).  To  replace  a  file  with  an  edited 
version,  use  the  Save  feature  (see  Save  in  this  section). 
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Codes 


Codes  are  commands  that  tell  WordPerfect  and  your 
printer  what  to  do.  All  word  processors  place  codes  in 
the  document  when  you  bold,  underline,  change 
margins,  or,  in  general,  change  the  way  something 
looks. 

WordPerfect  hides  these  codes  so  the  text  on  the 
screen  appears  much  like  the  printed  page.  Codes  and 
text  can  be  viewed  together  at  any  time  by  choosing 
Show  Codes  from  the  Edit  menu. 

Codes  not  only  tell  WordPerfect  how  the  document 
should  look  on  screen,  but  more  importantly,  tell  the 
printer  which  font  to  use,  when  to  underline,  change 
margins,  etc. 

For  example,  when  you  choose  Underline,  an 
Underline  On  code  [U]  is  entered  at  the  cursor,  and 
text  is  underlined  until  Underline  is  chosen  again  to 
end  underlining.  When  you  press  the  Tab  key,  a  Tab 
code  [Tab]  is  entered.  When  you  change  the  spacing, 
a  Spacing  code  [SpcSetin]  is  entered,  and  spacing  is 
changed  to  that  setting  from  that  point  forward  until 
another  spacing  code  is  found. 

Codes  are  searched  for  and  deleted  the  same  as  text. 

The  following  is  a  list  of  all  the  WordPerfect  codes 
that  can  appear  in  the  Codes  window  (77  represents 
numbers  that  appear  in  the  code). 

[^]  Cursor  Position 

[  ]  Hard  Space 

[-]  Hyphen 


/ 

[A]  [a] 
[AdvUp] 


Soft  Hyphen 
Cancel  Hyphenation 
Tab  Align  or  Flush  Right 
Advance  Up  1/2  Line 
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[AdvDn] 
[AlnChar;c] 

[B]  [b] 
[Bin#:n] 
[Block] 

[C]  [c] 
[CntrPg] 
[Cmd:] 

[CndEOP:/?] 
[Bind] 

[ETabs:«,«] 
[FntChng:«,n] 

[FtnOpt] 

[Hdr/Ftr:77,7?;teAt] 

[HPg] 
[HRt] 

[HZoneSet:n,«] 

[Ind] 

[1/rInd] 

[LPLn] 

[MarRel] 

[MarSet:77,7?] 

[Note:End,/7:  [note#]fex/'] 
[Note:Foot,/7 ;  [note#]  text] 
[Ovrstk] 

[Pg#:«] 

[Pg#C0l:77,7?,7?] 

[PgLnth:73] 
[PosPg#:77] 

[RtJustOff] 
[RtJustOn] 


Advance  Down  1/2  Line 
Alignment  Cliaracter 
Bold 

Sheet  Feeder  Bin  Number 

Block 

Center 

Center  Page 

Embedded  Printer 

Command 
Conditional  End  of  Page 
End  of  Indent,  Left  or 

Indent,  Left/Right 
Extended  Tabs  Reset 
Specify  New  Font  or 

Print  Wheel 
Footnote/Endnote  Option 
Header  or  Footer 

Definition 
Hard  Page 
Hard  Return 

Reset  Hyphenation  Zone 
Beginning  of  Indent,  Left 
Beginning  of  Indent, 

Left/Right 
Lines  Per  Inch 
Left  Margin  Release 
Left  and  Right  Margin 

Reset 
Endnote 
Footnote 

Overstrike  Preceding 

Character 
New  Page  Number 
Column  Position  for 

Page  Numbers 
Set  Page  Length 
Set  Position  for  Page 

Numbers 
Right  Justification  Off 
Right  Justification  On 


[SpcSet:/?,/?] 

Spacing  Set 

[SPg] 

Soft  New  Page 

[SRt] 

Soft  Return 

[Sbscrpt] 

Subscript 

[SprScrpt] 

Superscript 

[Suprs:/?] 

Suppress  Page  Format 

Options 

[Tabl 

Move  to  Next  Tab  Stop 

[TabSet:/?,«] 

Tab  Reset 

[TopMar:/?] 

Set  Top  Margin  in 

Half-Lines 

[U][u] 

Underline 

[UndrlnStyle:/?] 

Underline  Style 

[W/O  Off] 

Widow/Orphan  Off 

[W/O  On] 

Widow/  Orphan  On 

) 
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Colors 


Speller.,. 

as 

ThesQUriis... 

61 

Kerge...      ^  , 

Kocro  Define.. 

Hacro  Execute. 

Insert  ffnte. 

Bote  FoFBHit.., 

m 

The  Colors  feature  allows  you  to  change  the  on-screen 
color  of  normal  text,  bolded  text,  inverse-bold  text, 
and  the  screen  background. 

1  Choose  Colors  from  the  Special  menu  to  display 
the  colors  dialogue. 

2  Click  on  the  "Normal,"  "Bold,"  "Inverse-Bold,"  or 
"Background"  buttons  to  change  the  color  of 
normal  text,  bold  text,  inverse-bold  text,  or  the 
screen  background. 

3  Move  the  scroll  boxes  up  and  down  the  "Red," 
"Green,"  and  "Blue"  scroll  bars  to  make  the  color 
lighter  or  darker 

4  When  you  finish,  click  on  OK  to  confirm  your 
color  selections. 


When  changing  text  color  (regular,  bold,  and  inverse- 
bold),  you  can  see  the  result  of  your  color  change  next 
to  the  button  corresponding  to  the  type  of  text  you  are 
changing.  When  changing  background  color,  the 
entire  screen  will  change  colors  as  you  make  color 
adjustments. 

The  color  changes  will  remain  in  effect  until  you  exit 
WordPerfect. 

If  you  want  to  make  the  color  changes  permanent,  see 
Defaults  in  this  section. 
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Conditional  End  of  Page 


Poit  H«iii(r  fositinn... 
Hew  Poge  Wer... 
CenMr  Foj! 

Poge  8  CfllMi  Position.., 
Sapprtss  !mt  Hml... 


This  feature  lets  you  protect  a  certain  number  of  lines 
from  being  split  by  a  page  break. 


Poge  Lengtli... 
fop  Kirjin... 
HeaJei's  ond  Footers. 


1 


Move  the  cursor  to  the  line  above  the  lines  to  be 
kept  together  (even  if  there  is  text  on  that  line). 


2  Choose  Conditional  End  of  Page  from  the  Page 
menu. 

3  Type  the  number  of  lines  you  want  kept  together, 
then  click  on  OK. 

WordPerfect  will  always  keep  the  lines  together  by 
placing  a  page  break  before  the  lines  if  necessary. 
You  can  use  this  feature  to  keep  a  title  or  subject 
heading  together  with  the  first  paragraph  of  text. 

When  you  want  to  avoid  widows  and  orphans  (single 
lines  of  text  at  the  top  or  bottom  of  a  page),  use  the 
Widow/Orphan  feature  (see  Widow/Orphan  in  this 
section). 
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Convert 


The  Convert  utility  is  used  to  convert  non- 
WordPerfect  files  into  a  format  which  is  usable  by 
WordPerfect.  To  use  this  utility,  the  files  you  wish  to 
convert  must  be  ProDOS  based. 

Before  you  convert  the  files,  rename  the  overflow  files 
from  WRTV.<:foc#.TMP  and  WP.BV.(3'oc#.TMP  to 
WPTV.TMP  and  WP.BV.TMP. 

1  Boot  the  AJtilities  diskette. 

2  Open  the  /Utilities  diskette  by  double-clicking  on 
the  Utilities  diskette  icon. 

3  Double-click  on  C0NVERT.SYS16. 

4  Insert  the  source  disk  into  a  drive. 

5  Type  the  full  pathname  {I diskette  (volume) 

I  filename)  of  the  file  that  you  wish  to  convert  to 
WordPerfect  format. 

The  Catalog  feature  on  the  File  menu  lets  you  view  a 
list  of  the  files  on  your  disk.  Double-clicking  on  a 
filename  will  insert  the  file  in  the  "Input  File  Name" 
box. 

6  Move  the  cursor  to  the  "Output  File  Name"  box. 

7  Type  the  full  pathname  {I diskette  (volume) 
I  filename)  that  you  wish  to  call  your  file  in 
WordPerfect. 


8  Click  on  the  button  corresponding  to  the  source 
type,  then  chck  on  OK. 


You  should  have  a  formatted  ProDOS  diskette  that 
will  be  used  to  store  the  file  after  it  has  been 
converted.  If  a  file  of  the  same  name  already  exists, 
the  cursor  will  move  back  to  the  beginning  of  the  line 
to  allow  you  to  enter  another  filename. 

9  Choose  Quit  from  the  File  menu  to  exit  the 
Convert  program. 
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Cursor  Movement 


The  cursor  can  only  move  through  text  and  codes. 
When  you  reach  the  beginning  or  end  of  your 
document,  the  cursor  stops  moving. 

Pointing  to  a  position  in  your  document  with  the 
mouse  arrow  and  cliclcing  the  mouse  button  will  move 
the  cursor  to  that  position. 

Dragging  the  scroll  box  up  or  down  the  scroll  bar  will 
show  different  areas  of  your  document  on  the  screen 
(see  Scroll  Boxes  in  this  section). 

Unless  Number  Lock  is  on,  the  Number  Pad  keys  on 
the  right  of  your  keyboard  are  programmed  for  use  as 
cursor  control  keys.  In  addition  to  a  set  of  Arrow 
keys,  the  Number  Pad  contains  Home,  Page  Up,  Page 
Down,  Screen  Up,  Screen  Down,  Typeover,  End,  and 
Delete  Right  keys.  The  following  is  a  list  of  the 
cursor  movements  which  the  Number  Pad  keys 
perform: 

Key  1  is  the  End  key.  It  moves  the  cursor  to  the  end 
of  the  line. 

Key  2  is  the  Down  Arrow  key.  It  moves  the  cursor 
down  one  line. 

Key  3  is  the  Page  Down  key.  It  moves  the  cursor  to 
the  first  line  of  the  following  page. 

Key  4  is  the  Left  Arrow  key.  It  moves  the  cursor  one 
character  to  the  left. 

Key  5  is  a  Home  key  (see  "Home  key"  below). 

Key  6  is  the  Right  Arrow  key.  It  moves  the  cursor 
one  character  to  the  right. 

Key  7  is  a  Home  key  (see  "Home  key"  below). 


Key  8  is  the  Up  Arrow  key.  It  moves  the  cursor  up 
one  line. 

Key  9  is  the  Page  Up  key.  It  moves  the  cursor  to  the 
first  line  of  the  current  page.  When  pressed  again,  it 
moves  the  cursor  to  the  first  line  of  the  previous  page. 

Key  0  is  the  Typeover  key.  It  is  used  to  change 
WordPerfect  to  Typeover  mode  (see  Typeover  in  this 
section). 

The  +  (plus)  key  is  the  Screen  Up  key.  It  moves  the 
cursor  to  the  beginning  of  the  first  line  on  the  screen. 
When  pressed  again,  it  moves  the  cursor  to  the 
beginning  of  the  first  line  on  the  previous  screen. 

The  -  (minus)  key  is  the  Screen  Down  key.  It  moves 
the  cursor  to  the  beginning  of  the  last  line  on  the 
screen.  When  pressed  again,  it  moves  the  cursor  to 
the  beginning  of  the  last  line  on  the  following  screen. 

The  .  (period)  key  is  the  Delete  Right  key.  It  deletes 
the  character  on  which  the  cursor  lies.  In  the  Codes 
window,  it  deletes  the  character  to  the  right  of  the 
cursor. 

Arrow  Keys  Including  the  Number  Pad  keys,  your  keyboard  has 

two  sets  of  arrow  keys.  Both  sets  can  be  used  to 
move  the  cursor  a  character  at  a  time  (<-,  ^)  or  a  line 
at  a  time  (t,  i)  through  your  document,  the  Codes 
window,  or  the  Help  feature. 

Home  Key  The  Home  keys  (Numbers  5  and  7  on  the  Number 

Pad)  can  be  used  with  the  arrow  keys  to  quickly  move 
the  cursor  to  the  beginning  or  end  of  text. 

Home,  Arrow  moves  the  cursor  to  the  edge  of  the 
text  on  your  screen. 

Home,  Home,  Arrow  moves  the  cursor  to  the 
beginning  or  end  of  your  document  or  line. 
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Home,  Home,  Home,  Left  Arrow  (^)  moves  the 
cursor  to  the  beginning  of  a  line  before  any  codes. 

Home,  Home,  Home,  Up  Arrow  (t)  moves  the 
cursor  to  the  beginning  of  the  document  before  any 
codes. 

Cursor  Control  With      WordPerfect's  cursor  can  also  be  controlled  with 
Features  several  features  on  the  Help  feature. 

For  fast  cursor  movement  with  these  features,  you 
should  use  Keyboard  Equivalents  (see  Keyboard 
Equivalents  in  this  section). 

Beginning  of  Document  moves  the  cursor  to  the 
beginning  of  the  text  in  the  document. 

Beginning  of  Document  (Codes)  moves  the  cursor  to 
the  beginning  of  the  document  (before  text  and 
codes). 

Beginning  of  Line  moves  the  cursor  to  the  beginning 
of  the  text  on  the  line. 

Beginning  of  Line  (Codes)  moves  the  cursor  to  the 
beginning  of  the  line  before  any  codes. 

End  of  Document  moves  the  cursor  to  the  end  of  the 
document  (after  text  and  codes). 

End  of  Line  moves  the  cursor  to  the  end  of  the  line 
(after  text  and  codes). 

Go  To  Character  moves  the  cursor  to  the  immediate 
right  of  the  first  occurrence  of  a  specified  character 

Go  To  Page  moves  the  cursor  to  the  top  of  a  specified 
page. 

Home  performs  the  same  functions  as  the  Home  key 
(see  "Home  keys"  above). 
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Page  Down  moves  the  cursor  to  the  beginning  of  the 
first  line  on  the  next  page. 

Page  Up  moves  the  cursor  to  the  beginning  of  the  first 
line  on  the  current  page.  When  chosen  again,  it 
moves  the  cursor  to  the  first  line  of  the  previous  page. 

Screen  Down  moves  the  cursor  to  the  beginning  of 
the  last  line  on  the  screen.  When  chosen  again,  it 
moves  the  cursor  to  the  last  line  on  the  following 
screen. 

Screen  Left  moves  the  cursor  to  the  left-most  visible 
character  on  a  line.  If  the  text  extends  beyond  the  left 
edge  of  the  screen,  choosing  Screen  Left  again  moves 
the  cursor  one  screen  to  the  left. 

Screen  Right  moves  the  cursor  to  the  right-most 
visible  character  on  a  line.  If  the  text  extends  beyond 
the  right  edge  of  the  screen,  choosing  Screen  Right 
again  moves  the  cursor  one  screen  to  the  right. 

Screen  Up  moves  the  cursor  to  the  beginning  of  the 
first  line  on  the  screen.  When  chosen  again,  it  moves 
the  cursor  to  the  first  line  of  the  previous  screen. 

Word  Left  moves  the  cursor  to  the  beginning  of  the 
previous  word. 

Word  Right  moves  the  cursor  to  the  beginning  of  the 
following  word. 

Search  The  Search  feature  is  useful  for  moving  the  cursor  to  a 

specific  word  or  phrase  in  your  document  (see  Search 
in  this  section  for  details). 


) 
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Moving  Between  Some  WordPerfect  features  present  dialogues  with 

Fields  several  options.  To  move  the  cursor  between  option 

fields,  you  can  press  Tab. 


For  example,  in  the  Font  and  Pitch  dialogue,  the 
cursor  is  originally  in  the  "Font"  box.  Press  Tab  to 
move  the  cursor  to  the  "Pitch"  box. 


ttrile  Hit  Search  Mnt  Line  Pogs  Stale  Foottiate  Special 

  Untitled 

I 


Set  Pitcli/Foiit: 

Font  [D 

□  Proportionol 

Fitcii  no 

[Conoel]      [[  OK  | 

Doc  1  Pa  Un  1  Po5 18 


For  details  on  answering  requests  with  the  keyboard 
(e.g.,  Yes,  No,  OK,  and  Cancel)  see  Typing  in  this 
section. 
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Cut,  Copy,  and  Paste 


Cut,  Copy,  and  Paste  on  the  Edit  menu  let  you  move  a 
block  of  text. 

1  Block  the  text  you  want  to  move. 

2  Choose  Cut  or  Copy  from  the  Edit  menu  to  cut  or 
copy  the  highlighted  text. 

3  Move  the  cursor  to  where  you  wish  to  retrieve  the 
text. 

4  Choose  Paste  from  the  Edit  menu  to  retrieve  the 
text  to  the  cursor  position. 

Cut  removes  the  text  from  your  document;  Copy 
leaves  the  text  on  your  screen.  The  text  for  both 
options  is  saved  on  the  Clipboard  and  remains  there 
until  you  cut  or  copy  again,  or  until  you  turn  off  the 
computer. 

To  retrieve  text  from  the  Clipboard,  choose  Paste,  and 
the  text  on  the  Clipboard  will  be  retrieved  at  the 
cursor  position. 

To  move  sentences,  paragraphs,  and  pages  of  text,  see 
Move  in  this  section. 
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Date  Format/Insert 


Text 


Format 


Spellir...  68 
Ttiesflyrus...  51 


Hirw.. 


Hitro  Define... 
Burn  ti!nytt... 


.  Insert  Pete 

Ejlirs... 
Cleu  Streen 


This  feature  inserts  the  current  date  and/or  time  into 
your  document.  You  can  also  insert  a  merge  code  that 
inserts  the  current  date  during  a  merge. 

When  you  want  to  insert  the  current  date/time  as  text 
into  your  document; 

1  Move  the  cursor  to  the  place  where  you  want  the 
date/time  inserted. 

2  Choose  Insert  Date  from  the  Special  menu  to 
insert  the  date/time. 

Using  the  Date  Format  feature,  you  can  change  the 
way  the  date  and  time  are  displayed. 

1  Choose  Date  Format  from  the  Special  menu  to 
display  the  Date  Format  dialogue. 

2  Type  a  date  format  setting,  then  click  on  OK. 

The  menu  gives  examples  of  some  of  the  different 
formatting  styles  from  which  you  can  choose. 
Numbers  represent  different  menu  selections. 


1  Day  of  the  month 

2  Month  (number) 

3  Month  (word) 

4  Year  (all  four  digits) 

5  Year  (last  two  digits) 

6  Hour  (24  Hour  Clock) 

7  Hour  (12  Hour  Clock) 

8  Minute 

9  am/pm 
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You  can  use  any  other  characters  (e.g.,  letters, 
punctuation)  to  help  create  the  format. 

Format  Display 

3  1,4  November  26,  1987 

3  1,  4-7:8  9  November  26,  1987-11:57  am 

DATE:  2/1/5  DATE:  11/26/87 

You  can  include  up  to  22  characters  in  the  format. 

The  Date  Format  will  remain  in  effect  until  you  exit 
WordPerfect. 

If  you  want  to  make  your  Date  Format  setting 
permanent,  see  Defaults  in  this  section. 

Merging  You  can  have  the  date/time  inserted  automatically 

during  a  merge  by  including  ^D  in  the  primary  file. 

1  Move  the  cursor  to  the  place  where  you  want  the 
date/time  inserted. 

2  Choose  Merge  from  the  Special  menu,  then  click 
on  '^D  Date  to  insert  ^D  into  your  document. 

When  the  primary  file  is  merged,  the  current  date/time 
will  be  inserted  where  the  ^D  appears  (See  Merge  in 
this  section). 
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Defaults 


Saving  Keyboard 
Equivalents 


The  Defaults  feature  can  be  used  to  save  Keyboard 
Equivalents  and  format  settings,  restore  WordPerfect's 
initial  settings,  execute  the  STARTMAC  on  startup, 
and/or  change  the  edit  buffer  size. 

Unless  saved,  user-defined  Keyboard  Equivalents  are 
deleted  when  you  exit  WordPerfect.  Saved  Keyboard 
Equivalents  remain  in  effect  each  time  you  start 
WordPerfect. 


File  Hgnogeient..,  61 


Prim 

.  friniir  Cmitfal...  if . 

Switch  GODlMEIitS... 

llBlt...   M 


After  you  have  entered  a  Keyboard  Equivalent: 

1  Choose  Defaults  from  the  File  menu. 

To  save  Keyboard  Equivalents,  the  "Keyboard 
Equivalents"  box  should  have  an  "x"  in  it  and  the 
"Save  current  values"  button  should  be  highlighted.  If 
any  of  the  other  boxes  have  an  "x"  in  them,  those 
settings  will  also  be  saved. 

2  If  the  "Keyboard  Equivalents"  box  is  off,  click  on 
it  to  turn  it  on. 

3  Click  on  the  "Save  current  values"  button. 


Saving  Format 
Settings 


4  Click  on  OK  to  save  the  current  Keyboard 
Equivalents. 

Unless  saved,  most  user-defined  format  settings  are 
deleted  when  you  exit  a  document.  Other  user- 
defined  format  settings  are  deleted  when  you  exit 
WordPerfect.  When  user-defined  format  settings  are 
not  saved,  WordPefect  uses  its  initial  settings  each 
time  the  program  starts. 
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For  example,  suppose  that  you  would  rather  use 
double  spacing  than  WordPerfect's  initial  setting  of 
single  spacing.  Unless  you  save  double  spacing  as  a 
format  setting,  WordPerfect  always  uses  single 
spacing  when  the  program  starts. 

In  order  to  save  user-defined  format  settings,  use  the 
Defaults  feature. 

After  you  have  entered  a  format  setting: 

1  Choose  Defaults  from  the  File  menu. 

To  save  format  settings,  the  "Formatting  Variables" 
box  should  have  an  "x"  in  it,  and  the  "Save  current 
values"  button  should  be  highlighted.  If  any  of  the 
other  boxes  have  an  "x"  in  them,  those  settings  will 
also  be  saved. 

2  If  the  "Formatting  Variables"  box  is  off,  click  on  it 
to  turn  it  on. 

3  Click  on  the  "Save  current  values"  button. 

4  Click  on  OK  to  confirm  your  selections. 

The  next  time  you  boot  WordPerfect,  your  new  format 
setting  will  immediately  be  in  effect. 

Settings  on  the  following  features  can  be  saved  as 
format  settings. 

Alignment  Character 
Binding  Width 
Colors 
Date  Format 
Font 

Footnote  Options 
Hyphenation 
Hyphenation  Zone 
Lines  Per  Inch 
Margins 
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Number  of  Copies  (to  be  printed) 

Page  Length 

Page  #  Column  Position 

Page  #  Position 

Pitch 

Print  Options 
Printer  Number 
Proportional  Spacing 
Repeat  Count 
Right  Justification 
Select  Printers 
Spacing 
Tab  Set 
Top  Margin 
Typeover 
Underline  Style 
Widow/Orphan 

Notice  that  features  such  as  Colors  and  Typeover 
which  are  not  normally  considered  format  settings  can 
be  saved  as  format  settings. 

Saving  Pathnames  and    Using  the  Defaults  feature,  you  can  also  save  the 
Prefixes  pathnames  to  the  Speller  and  Thesauras  and  the 

default  (0/),  macro  (4/),  and  work  (3/)  prefixes. 
WordPerfect  prevents  you  from  having  to  reenter  the 
pathname  or  prefix  each  time  it  is  called  for 

After  you  have  entered  the  pathname  or  prefix  for  the 
first  time: 

1   Choose  Defaults  from  the  File  menu  to  begin 
saving  the  pathname. 

To  save  pathnames  and  prefixes,  the  "Formatting 
Variables"  box  should  have  an  "x"  in  it,  and  the  "Save 
current  values"  button  should  be  highlighted.  If  any 
of  the  other  boxes  have  an  "x"  in  them,  those  settings 
will  also  be  saved. 
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2  If  the  "Formatting  Variables"  box  is  off,  click  on  it 
to  turn  it  on. 

3  Click  on  the  "Save  current  values"  button. 

4  Click  on  OK  to  save  the  pathname  or  prefix. 

WordPerfect  saves  the  pathname  or  prefix.  When 
WordPerfect  needs  the  pathname  or  prefix,  it  searches 
for  the  volume  you  entered  as  part  of  the  pathname  or 
prefix.  If  WordPerfect  cannot  find  the  volume  in  a 
drive  or  on  hard  disk,  it  asks  you  to  insert  the  disk  into 
a  drive  and  click  on  OK.  If  you  click  on  Cancel, 
WordPerfect  asks  you  for  a  new  pathname  or  prefix. 

Restoring  Original         Restoring  original  values  deletes  all  user-defined 
Values  values  and  returns  WordPerfect  to  its  initial  settings 

the  next  time  you  start  the  program. 

1   Choose  Defaults  from  the  File  menu. 


2  Click  on  the  box(es)  which  represents  the  settings 
whose  initial  settings  you  wish  to  restore. 

3  Click  on  the  "Restore  original  values"  button. 

4  Click  on  OK  to  confirm  your  selections. 

The  next  time  you  boot  WordPerfect,  initial  values  for 
the  objects  you  chose  are  restored  (see  Formatting, 
Keyboard  Equivalents,  and  Prefix  in  this  section  for  a 
list  of  initial  values). 

Executing  the  If  you  want  WordPerfect  to  perform  a  task  every  time 

STARTMAC  you  boot  the  program,  you  may  define  a  macro  called 

STARTMAC  and  use  the  Defaults  feature  to  execute 

it  on  startup. 

After  defining  STARTMAC: 

1   Choose  Defaults  from  the  File  menu. 
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2  If  the  "Execute  STARTMAC  on  Startup"  box  does 
not  have  an  "x"  in  it,  click  on  it  to  turn  it  on. 

3  Click  on  the  "Save  current  values"  button. 

4  Click  on  OK  to  confirm  your  selection. 

The  next  time  you  boot  WordPerfect,  STARTMAC  is 
executed.  If  you  do  not  want  WordPerfect  to  execute 
STARTMAC  every  time  you  boot  the  program, 
follow  the  steps  above  but  click  on  the  "Execute 
STARTMAC  on  Startup"  box  to  remove  the  "x". 

Edit  Buffer  Size  You  may  also  increase  the  edit  buffer  size  with  the 

Defaults  feature.  The  edit  buffer  is  the  amount  of 
your  file  you  want  stored  in  RAM. 

1  Choose  Defaults  from  the  File  menu. 

2  Type  the  new  setting,  then  click  on  OK. 

3  Click  on  the  "Save  current  values"  button. 

4  Click  on  OK  to  save  the  new  buffer  size  setting. 

The  next  time  you  boot  WordPerfect,  the  edit  buffer 
will  be  set  to  the  new  size. 

The  edit  buffer  size  is  measured  in  units  of  1Kb  and  is 
rounded  to  the  nearest  multiple  of  8Kb.  You  must 
enter  at  least  8Kb.  If  you  enter  less  than  8Kb, 
WordPerfect  rounds  up  to  8Kb. 
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Delete  Codes 


You  can  delete  WordPerfect  codes  from  a  document 
window  or  the  Codes  window.  See  Codes  in  this 
section  for  a  Ust  of  all  WordPerfect  codes. 

One  of  the  easiest  ways  to  locate  and  delete  a  code  is 
to  use  the  Search  feature.  For  example,  if  you  want  to 
locate  and  delete  a  Bold  code: 

1  Move  the  cursor  to  the  beginning  of  a  document. 

2  Choose  Search  from  the  Search  menu. 

3  Execute  the  Keyboard  Equivalent  for  Bold  to 
insert  a  Bold  code  as  the  search  string. 

4  If  the  "Forward"  button  is  not  highlighted,  click  on 
it  to  turn  it  on. 

5  Click  on  OK  to  begin  the  search. 

) 

The  cursor  stops  to  the  right  of  the  first  Bold  code. 

6  Press  Delete. 

7  Click  on  Yes  to  confirm  the  deletion  and  delete  the 
Bold  code. 

For  some  codes  (such  as  [Tab]),  you  do  not  need  to 
type  y  to  confirm  the  deletion. 

To  insert  WordPerfect  codes  into  a  search  string,  you 
must  choose  them  from  the  Help  feature  using  the 
keyboard. 

Codes  Screen  You  can  move  through  the  Codes  window  to  find  and 

delete  any  unwanted  codes. 

'  1   Choose  Show  Codes  from  the  Edit  menu  to 

display  the  Codes  window. 
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The  Codes  window  shows  both  codes  and  text.  The 
cursor  in  the  Codes  window  appears  as  a  reverse- 
video  [^]. 

2  Move  the  cursor  to  the  immediate  right  of  a  code. 

3  Press  Delete  to  erase  the  code. 

4  Choose  Hide  Codes  to  remove  the  Codes  window. 


Delete  Files 


You  can  delete  files  from  a  directory  while  in 
WordPerfect. 

1  Choose  File  Management  from  the  File  menu. 

2  Move  the  cursor  to  the  file  you  want  to  delete. 

3  Cliclc  on  Delete,  then  click  on  OK. 

Click  on  Cancel  if  you  do  not  want  the  file  deleted. 

4  Click  on  Exit  to  exit  the  File  Management  screen. 


REFERENCE  285 


Delete  Text 


There  are  several  ways  to  delete  unwanted  codes  and 
text  in  your  document. 

Deleting  with  Keys         You  can  delete  codes  and  text  one  character  at  a  time 

with  two  of  the  keyboard  keys. 

The  Delete  key  erases  codes  and  text  to  the 
immediate  left  of  the  cursor. 

The  Number  Pad  .  (period)  key  deletes  codes  and  text 
on  which  the  cursor  lies.  In  the  Codes  window,  it 
deletes  codes  and  text  to  the  immediate  right  of  the 
cursor. 

Before  you  delete  some  codes,  a  "Delete  [code]  ?  " 
message  appears.  Click  on  Yes  to  delete  the  code; 
click  on  No  to  skip  over  the  code. 

Deleting  with  Features    Several  of  the  features  on  WordPerfect's  Help  feature 

can  be  used  to  delete  large  amounts  of  codes  and  text. 

To  quickly  delete  text  with  these  features,  use 
Keyboard  Equivalents  (see  Keyboard  Equivalents  in 
this  section). 

Delete  End  of  Line  deletes  codes  and  text  from  the 
cursor  to  the  end  of  the  line. 

Delete  End  of  Page  deletes  codes  and  text  from  the 
cursor  to  the  end  of  the  page.  A  "Delete  ?"  dialogue 
appears  on  the  screen  after  the  feature  is  selected. 
Click  on  Yes  to  delete  the  text;  click  on  No  if  you 
want  to  leave  the  text  as  it  is. 

Delete  Left  deletes  the  character  or  code  to  the 
immediate  left  of  the  cursor. 
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Delete  Right  deletes  the  character  or  code  on  which 
the  cursor  lies.  In  the  Codes  window,  it  deletes  the 
character  or  code  to  the  immediate  right  of  the  cursor. 

Delete  Word  deletes  the  word  on  which  the  cursor 
lies.  If  the  cursor  lies  on  a  space,  Delete  Word 
deletes  the  word  to  the  left  of  the  cursor 

Deleting  a  Block  To  delete  a  block  of  text, 

1  Block  the  text  and  press  Delete. 
A  "Delete  block?"  dialogue  appears. 

2  Click  on  Yes  to  delete  the  highlighted  text;  click 
on  No  to  leave  the  text  as  it  is. 
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Directories 


A  directory  is  a  special  file  that  holds  the  names  of  a 
group  of  files.  ProDOS  uses  directories  to  organize 
the  files  on  a  diskette  (volume). 

When  you  organize  your  files  into  groups,  each  group 
becomes  a  directory.  You  first  create  a  directory,  then 
copy  a  group  of  filenames  into  the  directory. 

You  can  also  create  a  directory  within  a  directory. 
Some  applications  refer  to  these  as  subdirectories.  We 
refer  to  all  directories,  whether  they  are  within  another 
directory  or  not,  as  directories. 

A  pathname  contains  the  directory  names  which 
WordPerfect  follows  to  reach  a  file.  A  prefix  is  the 
first  part  of  the  pathname.  Once  the  prefix  is  set,  you 
do  not  need  to  type  the  full  pathname  to  reach  a 
file — only  the  part  that  is  not  included  in  the  prefix. 

On  the  File  Management  screen,  WordPerfect  ' 
provides  options  which  help  you  organize  and  move 
to  or  through  directories.  Some  of  these  options  are 
described  below.  For  complete  information,  see  File 
Management  in  this  section. 

Creating  a  Directory       To  create  a  directory,  use  the  Create  option  on  the  File 

Management  screen. 

1  Choose  File  Management  from  the  File  menu. 

2  Click  on  Create  to  begin  creating  a  new  directory. 

3  Type  the  directory  name,  then  click  on  OK. 

If  you  want  the  directory  to  be  created  on  the  default 
prefix  (Of),  you  do  not  need  to  type  the  prefix;  simply 

1 
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type  the  directory  name.  If  you  enter  a  prefix  number, 
a  prefix  character,  or  a  slash  (/)  at  the  begirming  of  the 
name,  the  default  prefix  will  be  ignored. 

If  you  want  the  directory  to  be  on  another  diskette 
(volume),  then  you  must  enter  the  full  pathname.  A 
full  pathname  consists  of  a  prefix  number,  a  prefix 
character,  or  a  slash  (/),  the  diskette  (volume)  name, 
another  slash,  and  the  directory  name. 


1  Choose  File  Management  from  the  File  menu. 

2  Move  the  cursor  to  a  directory  name  (directories 
have  DIR  in  the  "Type"  column). 

3  Click  on  Look  to  look  at  the  filenames  in  the 
directory. 

Clicking  on  the  folder  icon  next  to  the  "Path" 
heading  located  at  the  top  left  of  your  screen  allows 
you  to  move  back  through  the  pathname  one 
directory  at  a  time. 


Moving  Through 
Directories 


The  Look  option  on  the  File  Management  screen 
displays  the  files  in  a  directory. 
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I  Editing 


Even  more  than  a  correcting  typewriter,  WordPerfect 
is  wonderfully  forgiving.  If  you  make  a  mistake,  it  is 
easily  corrected.  Simple  keystrokes  or  clicks  of  the 
mouse  button  eliminate  the  need  for  scissors, 
correction  fluid,  tape,  and  paste. 

The  following  topics  in  this  section  cover  the  editing 
process: 


Append  Block 
Block 

Case  Convert 

Clipboard 

Codes 

Cursor  Movement 
Cut,  Copy,  and  Paste 


Delete  Codes 
Delete  Text 
Move 
Search 

Search  and  Replace 
Switch  Documents 
Typeover 
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Error  Messages 


Disk  Write  Protected 

Duplicate  Pathname 
Duplicate  Volume 
File  Locked 

Filename  Too  Long 
Invalid  File  Type 


Invalid  Nesting  in 
Merge 


When  the  wrong  key  is  pressed,  or  other  problems 
arise,  you  will  see  an  error  message.  Most  error 
messages  are  self-explanatory  and  relate  to  the  feature 
you  are  using.  The  following  are  some  common  error 
messages  for  which  you  may  need  additional 
instructions. 

The  notch  on  the  side  of  your  diskette  is  covered  with 
a  piece  of  tape,  etc.  You  cannot  save  files  to  the  disk 
until  you  remove  this  covering. 

You  tried  to  rename  a  file  with  a  name  that  already 
exists. 

You  have  two  or  more  volumes  on-line  with  the  same 
volume  name. 

You  tried  to  save  to  or  delete  a  locked  file.  If  you 
want  to  overwrite  the  locked  file,  use  the  Lock  option 
on  the  File  Management  screen  to  unlock  the  file, 
then  try  again. 

The  filename  you  entered  contains  more  than  15 
characters.  Try  typing  the  filename  again  using  15 
characters  or  less. 

You  tried  to  retrieve  or  replace  a  WordPerfect  file  that 
is  not  a  text  file  (TXT  is  the  file  type)  or  WordPerfect 
document  (WP  is  the  file  type).  Remember  that  you 
need  to  start  a  macro  with  the  Macro  Define  feature, 
not  the  Open  or  Retrieve  features. 

Invalid  characters  are  inserted  between  pairs  of  ^O's, 
^P's,  or  -^S's  in  a  merge  file.  Invalid  characters 
include  format  codes,  improper  merge  commands, 
and/or  a  Hard  Space. 
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Invalid  Pathname  You  entered  a  pathname  that  cannot  be  recognized  by 

the  computer  Remember  that  you  can  only  use 
letters,  numbers,  and  periods,  but  must  begin  with  a 
letter  A  directory  or  filename  can  only  be  15 
characters  long,  and  a  pathname  must  begin  with  a 
prefix  number,  a  prefix  character,  or  a  slash  (/). 

You  tried  to  start  WordPerfect  on  a  computer  that  does 
not  meet  the  minimum  requirements  for  using  this 
program.  You  need  to  have  at  least  one  disk  drive  and 
512Kb  of  memory  for  WordPerfect  to  run  properly. 

I/O  Error  This  error  message  appears  if  the  format  of  your  disk 

is  not  correct,  or  if  you  are  using  a  piece  of  hardware 
(disk  drive,  etc.)  that  is  not  working  properly. 

Not  a  ProDOS  Volume    The  disk  you  tried  to  save  to  or  retrieve  from  is  not 

formatted  for  use  with  ProDOS.  WordPerfect  cannot 
read  or  write  files  to  the  disk. 

This  message  applies  to  footnotes,  endnotes,  headers, 
and  footers.   You  are  limited  to  one  page  of  text  in  a 
header  or  footer,  and  up  to  16,000  lines  in  a  footnote 
or  endnote.  After  typing  the  header,  footer,  footnote, 
or  endnote,  you  must  choose  Close  from  the  File 
menu  to  exit  the  special  screen. 

If  you  forget  to  exit  and  continue  typing  in  the  special 
screen,  you  will  get  this  message.  You  must  then  cut 
the  extra  text  with  the  Cut  feature  or  one  of  the  Move 
features,  exit  the  screen,  then  retrieve  the  text  into  the 
document. 

You  have  reached  the  limit  on  the  number  of  files  you 
can  have  in  the  volume  directory  (the  first  directory  in 
the  pathname).  You  are  limited  to  51  files  by 
ProDOS.  Erase  any  unnecessary  files,  save  the  file  in 
another  directory,  or  create  a  new  directory  for  the 
file. 

The  desired  diskette  is  not  in  a  disk  drive  or  on  hard 
disk.  Insert  it  and  click  on  OK. 


Invalid  WP  Machine 
Type 


Too  Many  Lmes  m 
Footnote 


Volume  Directory  Full 


Volume  Not  Found 
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Feature  Search 


WordPerfect's  Feature  Search  is  used  to  choose 
features  from  the  Help  feature  using  the  Keyboard. 

To  use  the  Feature  Search: 

1  Hold  down  Control,  then  press  the  first  letter  of  a 
desired  feature. 

2  Release  Control  and  continue  typing  the  letters  of 
the  feature  or  use  the  Down  Arrow  key  (i)  until 
you  move  the  cursor  to  the  desired  feature. 

The  Feature  Search  appears  at  the  bottom  of  the 
Help  feature  and  lets  you  know  what  letters  have 
been  typed  in  the  search  for  the  feature. 


|tt  File  idit  Search  Print  Line  Pose  Stule  Fcotnate  Special 


Beginning  of  Dacuient  41 
Beginning  of  Docunent  (Codes) 

Beginning  of  Line  d, 
Beginning  of  Line  (Codes) 
Block  Append 

Block  Cut  it 

Block  Copji  iC 
Block  On/Off  B 

Blick  Paste     6V 


Boo  1  Pg  1  Ln  1  Pes  : 


3  Press  Return  to  choose  the  highlighted  feature. 
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When  selecting  a  feature  whose  first  word  or  words 
are  identical  to  the  features  below  it  (i.e.,  Page  Down, 
Page  Format  Suppress,  Page  Length,...): 

1  Hold  down  Control,  then  press  the  first  letter  of  a 
desired  feature. 

2  Release  Control,  then  press  the  Space  Bar  to  fill 
out  the  rest  of  the  word  on  the  Feature  Search. 


3  Type  another  letter  to  move  to  the  feature  whose 
second  word  begins  with  that  letter. 


File  Management 


m_ 


it 


Opill 

Retrieve, 
(lose... 
Save 

Print 

Printer  Culrel, 


Defults.. 


Snitch  Docuients.. 
Unit...  


File  Management  is  an  important  feature  for 
organizing  and  working  with  the  files  on  your 
diskettes  (volumes).  For  example,  you  can  use  the 
File  Management  feature  to  do  the  following: 

Format  a  disk. 

Retrieve,  delete,  rename,  print,  and  lock  files. 
Check  for  files  that  contain  certain  words. 
Look  into  a  document  file  or  directory. 
Change  the  prefix. 
Create  a  directory. 
View  the  volumes  on-line. 


The  File  Management 
Screen 


When  you  choose  File  Management,  the  File 
Management  screen  appears  with  a  header,  an 
alphabetized  list  of  the  files  on  the  default  prefix  (Of), 
and  several  options. 


lit  File  Edit  Search  Print  Line  Pcge  Style  Footnote  Speciol 


a  Prefix: /SCI1EEH13/ 
&  Path: /WORDPERFECT 


Dociment  Size:  I 
Free  Disk  Space:  123 


Filenone 


Type  Blks 


Hod  if  led 
Dote  Time 


Created 
Dote  Time 


LEflM 
PRIHTER.TEST 


PS.  TEST 
REDD.  HE 
STDRTHIIC 
5VSTEH 


DIR  2 

WP  6 

SVS  39 

HP  f 

WP  6 

HflC  1 

DIR  1 


9/0CT/87  11: 

16/SEP/87  " 
16/SEP/87 
16/SEP/87 

16/SEP/8?  _ 

mmi  11: 

16/SEP/87  8: 


56    16/SEP/87  8: 

16/SEP/8?  " 
16/SEP/87 
16/SEP/87 

16/SEP/87  _ 

7/0CT/87  11: 

16/SEP/87  " 


C  Retrieve  )  C  Create  ]  (  Delete  )  (  Format  ]  (  Print  )  C  Seorch  ] 
C  Lock  ]  [  Rename  )  (  Prefix  3  (  Online  3     Look  |  C 


nn 


The  header  includes  a  diskette  icon,  the  name  of  the 
default  prefix,  the  pathname  of  the  displayed  files,  the 
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size  of  the  document  you  are  editing,  the  free  space  on 
the  diskette  (volume)  for  storing  files,  and  titles  for 
information  about  each  file. 

The  information  about  each  file  includes  the  filename, 
file  type,  file  size,  date  and  time  the  file  was  created, 
and  date  and  time  the  file  was  last  edited. 

The  date  and  time  will  only  be  correct  if  you  have  set 
the  Apple  lias  built-in  clock. 

Diskette  Icon  Click  on  the  diskette  icon  to  view  the  File 

Management  screen  for  the  next  volume  on-line. 

To  see  a  list  of  the  volumes  on-line,  click  on  the  On- 
Line  option. 

Cursor  Control  The  cursor  in  the  File  Management  screen  is 

represented  by  a  reverse-video  highlight  bar 

Click  on  the  desired  filename  to  move  the  cursor  to 
that  file. 

Name  Search  You  can  also  move  the  cursor  to  a  filename  by  using  ^ 

the  Name  Search. 

To  use  the  Name  Search,  begin  typing  the  filename. 
When  you  type  the  first  letter  of  the  name,  the  cursor 
moves  to  the  first  file  that  begins  with  that  letter.  As 
you  continue  to  add  letters  to  the  name,  the  cursor 
moves  to  the  first  filename  that  matches  the  displayed 
letters. 

You  may  only  need  to  type  part  of  a  filename  to  move 
the  cursor  to  a  file. 

The  letters  you  type  appear  between  the  list  of 
filenames  and  the  File  Management  options.  Press 
the  Space  Bar  to  reset  the  Name  Search. 

) 
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File  Management 
Options 


) 


) 


You  can  retrieve,  delete,  rename,  print,  or  loclc  a  file 
with  the  File  Management  options.  You  can  also 
create  a  directory,  format  a  disk,  look  through  files  in 
a  directory  or  text  in  a  file,  set  a  prefix,  perform  a 
word  search,  or  view  a  list  of  the  volumes  on-line. 

To  use  a  File  Management  option,  click  on  the  desired 
option. 

The  File  Management  options  are  briefly  described 
below.  Details  for  some  of  the  options  are  found  on 
other  pages  in  this  section. 

Retrieve  lets  you  retrieve  a  copy  of  a  WordPerfect 
document  or  text  file  from  the  File  Management 
screen  to  the  cursor  position  in  your  document 
window  (see  Retrieve  in  this  section). 

Create  lets  you  create  a  new  directory  (see 
Directories  in  this  section). 

Delete  lets  you  delete  a  file  from  the  File 
Management  screen.  When  you  choose  delete,  a 
dialogue  appears  on  the  screen.  Click  on  Yes  to  delete 
the  file;  click  on  No  to  change  your  mind  (see  Delete 
Files  in  this  section). 

Format  lets  you  format  a  diskette  from  within 
WordPerfect  (see  Formatting  a  Diskette  in  this 
section). 

Print  lets  you  print  a  WordPerfect  document  (WP  is 
the  file  type)(see  Print  in  this  section). 

Search  displays  all  the  files  in  the  current  directory 
that  contain  one  or  more  specific  words  or  have  words 
that  match  a  pattern.  You  can  use  the  equal  sign  (=) 
and  the  dash  (-)  to  create  a  pattern  (see  Word  Search 
and  Wildcards  in  this  section). 

Lock  lets  you  lock  or  unlock  files  to  protect  them 
from  being  changed  (see  Locked  Files  in  this  section). 
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Rename  lets  you  rename  a  file  on  the  File 
Management  screen. 

Prefix  lets  you  change  any  of  the  prefixes  on  the 
Prefix  screen  (see  Prefix  in  this  section). 

On-Line  lets  you  view  a  list  of  the  volumes  on-line. 

Look  lets  you  display  the  files  in  a  directory  (see 
Directories  in  this  section)  or  look  at  the  text  of  a 
WordPerfect  (WP  is  the  file  type)  or  text  (TXT  is  the 
file  type)  file. 

Moving  Back  Througli  You  can  move  back  through  a  pathname  one  directory 
a  Pathname  at  a  time  by  clicking  on  the  folder  icon  next  to  the 

"Path"  heading. 


I  Filing 


There  is  no  need  to  open  or  name  a  file  before  you 
begin  typing.  You  decide  when  or  if  the  document 
should  be  saved. 

After  creating  a  document,  you  can  save  it  on  a 
diskette  (volume)  or  in  a  directory  on  a  diskette 
(volume).  When  you  retrieve  a  document,  only  a 
copy  is  shown — the  original  document  remains 
untouched.  This  means  you  can  change  the  on-screen 
copy  all  you  like  without  worrying  about  losing  the 
original. 

You  can  also  replace  the  original  document  with  an 
edited  version. 

The  following  topics  in  this  section  cover  the  filing 
process: 


Close  Quit 

Directories  Retrieve 

File  Management  Save 

Open  Save  As 

Pathname  Text  Out 
Prefix 


File  Management  In  addition  to  saving  and  retrieving  particular 

documents,  WordPerfect  has  a  File  Management 
feature  that  automatically  lists  the  document  names  in 
case  you  cannot  remember  the  name  of  a  file,  or 
cannot  remember  which  files  are  in  which  directory. 

As  you  create  and  file  more  documents,  you  will  want 
to  delete  and  rename  files.  With  the  File  Management 
options,  these  and  other  filing  tasks  ai^e  made  easy 
(see  File  Management  in  this  section) 
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File  Size  With  3.5"  disks,  the  program  limit  on  file  size  is 

800Kb.  With  a  suitable  hard  disk,  the  maximum  file 
size  is  16  megabytes.  To  maximize  editing  and 
scrolling  speed,  however,  we  suggest  that  file  length 
be  kept  to  between  20  and  70  pages. 
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Flush  Right 


) 


Typing 
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Hergin  Release,  left 

This  feature  aligns  text  flush  against  the  right  margin. 
It  can  be  used  for  dates,  business  headings,  etc. 


You  can  flush  right  a  single  line  of  text  while  typing. 

1  Choose  Flush  Right  from  the  Line  menu  to  move 
the  cursor  to  the  right  margin. 

2  Type  the  line  of  text  you  want  aligned  at  the  right 
margin. 

3  Press  Return  to  end  the  flush  right. 

Flush  Right  codes  [A]  [a]  are  placed  at  the  beginning 
and  end  of  the  text  being  aligned.  Because  these 
codes  take  precedence  over  other  WordPerfect  codes, 
text  typed  to  the  right  of  a  Flush  Right  code  may 
disappear  from  the  screen. 
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Existing  Text  You  can  flush  right  an  existing  line  of  text  as  long  as 

it  ends  with  a  Hard  Return  [HRt], 

1  Move  the  cursor  to  the  beginning  of  a  line  of  text. 

2  Choose  Flusii  Riglit  from  the  Line  menu. 

3  Press  the  Down  Arrow  key  (i)  to  reformat  the 
screen. 

Flush  Right  will  not  work  properly  if  your  text  is 
more  than  one  line  long.  For  text  that  is  longer  than 
one  line,  align  each  line  individually. 

Columns  You  can  use  the  Flush  Right  and  Center  features  to 

produce  columns. 

1  Enter  a  heading. 

Remember  to  press  Return  after  you  type  the 
heading. 

2  Choose  Center  from  the  Line  menu  to  move  the 
cursor  to  the  center  of  the  line. 

3  Enter  another  heading. 

4  Choose  Flusii  Right  from  the  Line  menu  to  move 
the  cursor  to  the  right  margin. 

5  Enter  another  heading. 

6  Choose  Show  Codes  from  the  Edit  menu  to 
display  the  Codes  window. 

7  Move  the  cursor  to  the  right  of  the  Hard  Return 
[HRt]  codes  between  the  text,  and  press  Delete  to 
delete  the  codes. 

8  Choose  Hide  Codes  from  the  Edit  menu  to  remove 
the  Codes  window. 

If  your  headings  overlap,  some  text  will  disappear 
from  the  screen. 
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Font 


Font  refers  to  type  style.  Many  printers  allow  you  to 
select  from  several  different  fonts.  If  you  are  using  a 
daisy  wheel  or  thimble  type  printer,  you  must  change 
the  print  wheel  to  change  fonts.  Many  dot  matrix 
printers  have  several  fonts  stored  in  their  memory. 


Font  oiiil  Pilch... 


1  Move  the  cursor  to  the  position  in  your  document 
where  you  want  the  font  to  change. 

2  Choose  Font  and  Pitch  from  the  Style  menu  to 
display  the  Pitch/Font  dialogue. 

3  Type  the  desired  font  number,  then  elicit  on  OK. 

Each  font  is  assigned  a  number  from  1  to  8.  See 
Printer  Control  in  this  section  for  more  details. 

If  you  want  to  make  your  Font  setting  permanent,  see 
Defaults  in  this  section. 

Pitch  is  the  number  of  characters  per  inch.  Often, 
the  pitch  and  font  must  be  set  together.  If  you  have  a 
question  as  to  the  pitch  setting,  leave  it  at  10. 

Changing  Print  Some  printers  stop  to  let  you  change  the  print  wheel 

Wheels  when  they  receive  the  Font  code.  If  your  printer 

stops, 

1  Change  the  print  wheel. 

2  Choose  Printer  Control  from  the  Print  menu  to 
display  the  Printer  Control  dialogue. 

3  Cliclc  on  the  "Go  (Resume  Printing)"  button  to 
continue  printing  using  the  new  print  wheel. 

4  Click  on  Exit  to  exit  the  Printer  Control  dialogue. 


Btld  dB 
Underiine  6U 
dflderline  Stiile... 
Superscript 

Subscript  

lldvance  dp 

ftdvonce  BoHfi  

Ouerstrilie  dO 


REFERENCE  303 


Proportional  Spacing 


Testing  Fonts 


) 


) 


If  your  printer  supports  proportional  spacing,  click  on 
the  "Proportional"  box  in  the  Pitch/Font  dialogue  to 
turn  on  proportional  spacing  (see  Proportional 
Spacing  in  this  section). 

Proportional  spacing  only  changes  output  for  printers 
with  HMI  (Horizontal  Motion  Index).  For  printers 
with  microspacing,  proportional  spacing  will  depend 
upon  how  the  font  table  currently  in  use  defines  the 
font. 

To  test  which  fonts  your  dot-matrix  printer  supports, 
print  the  FONTTEST  file  provided  on  the  AVord- 
Perfect  diskette. 

If  WordPerfect  does  not  support  a  desired  font,  you 
may  insert  a  printer  command  or  make  the  change 
with  the  PRINTER.SYSTEM  program  on  the 
/Utilities  diskette. 
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Footnotes  and 
Endnotes 


,SBS3_ 

ttijte 
Eilit... 
Uplioni, . . 
Benuffilier.. 


Footnotes  and  endnotes  are  useful  for  listing  sources 
or  providing  more  detailed  information  about  a  quote 
or  item  in  your  text.  You  may  have  footnotes  and 
endnotes  in  the  same  document. 


WordPerfect  helps  you  number  and  format  footnotes 
and  endnotes  in  your  document.  Numbers  are 
automatically  inserted,  footnotes  are  properly  placed, 
endnotes  are  compiled  at  the  end  of  the  document, 
and  several  options  let  you  quickly  change  the  style. 

Creating  a  Note  When  you  create  a  footnote  or  endnote,  numbering  is 

automatically  done  by  WordPerfect.  You  only  need  to 
type  the  text  of  the  note. 

)  1   Move  to  the  place  in  your  document  where  you 

want  the  note  number  inserted. 
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2  Choose  Create  or  Endnote  Create  from  the 
Footnote  menu  to  create  a  new  note. 


You  are  placed  in  a  special  footnote  or  endnote  screen. 

"Create  Footnote"  or  "Create  Endnote"  appears  on 
the  title  bar  to  let  you  know  that  you  are  in  the 
footnote  or  endnote  screen. 

3  Type  the  text  of  the  note. 

4  Choose  Close  from  the  File  menu  (or  click  on  the 
close  box)  to  confirm  the  note  name  and  save  the 
note. 

You  can  use  most  of  WordPerfect's  editing  features 
when  creating  a  note. 

The  note  is  not  displayed  on  your  screen  with  your 
document,  but  the  first  50  characters  are  visible  in  the 
Codes  window.  You  can  see  the  entire  text  of  the  note 
by  choosing  Edit  or  Endnote  Edit  from  the  Footnote 
menu. 


Editing  a  Note 


Options... 


Endnote  treote 
[nijnote  Edit,.. 


WordPerfect  automatically  reduces  the  number  of  text 
lines  on  a  page  by  the  number  of  lines  in  a  footnote 
(plus  two  lines  for  spacing  between  the  footnote  and 
text). 

After  creating  one  or  more  notes,  you  may  want  to 
change  the  text  of  a  particular  note.  Your  cursor  can 
be  anywhere  in  your  document  to  edit  a  note. 

1  Choose  Edit  or  Endnote  Edit  from  the  Footnote 
menu. 

2  Type  the  number  of  the  note  you  want  to  edit,  then 
click  on  OK. 


"Edit  Footnote"  or  "Edit  Endnote"  appears  on  the 
title  bar  to  let  you  know  that  you  are  in  the  Footnote 
or  Endnote  Editing  screen. 
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3  Make  the  necessary  changes. 

4  Choose  Close  from  the  File  menu  to  save  the 
edited  note  and  return  to  your  document. 

)  Deleting  a  Note  To  delete  a  note  from  your  text: 

1  Move  the  cursor  to  the  immediate  right  of  the  note 
number 

2  Press  Delete. 

3  Click  on  Yes  to  confirm  the  deletion. 

WordPerfect  renumbers  the  remaining  notes  in  your 
document. 

Printing  Notes  WordPerfect  tries  to  keep  the  entire  footnote  on  the 

same  page  as  the  reference  number  in  your  text.  If  a 
footnote  needs  to  be  split,  three  lines  of  the  footnote 
will  appear  on  the  same  page  as  the  reference  number. 

You  can  change  the  number  of  lines  to  be  kept 
^  together  on  the  same  page  as  the  footnote  number  in 

your  text  with  the  Note  Spacing  option  on  the 
Footnote  Options  dialogue  (see  "Options"  below). 

Endnotes  start  on  the  last  page  of  the  document.  If 
you  want  the  endnotes  on  a  separate  page,  move  your 
cursor  to  the  end  of  your  document  and  choose  New 
Page  from  the  Page  menu.  Endnotes  are  only  printed 
when  you  print  the  entire  document  or  the  last  page  of 
the  document. 

New  Note  Number         When  you  add  notes  to  your  text,  or  retrieve  a  file 

with  notes  into  the  document  on  your  screen, 
WordPerfect  automatically  renumbers  the  notes  for 
you. 
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Footnote  Options 
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Endnote  Creote 
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If  your  document  is  divided  into  two  or  more  files,  or 
if  you  want  note  numbering  to  start  over  again  in  the 
same  document,  you  can  use  the  Renumber  feature  on 
the  Footnote  menu. 

1  Move  the  cursor  to  the  note  number  where  you 
want  renumbering  to  begin. 

2  Choose  Renumber  from  the  Footnote  menu  to 
renumber  the  note. 

3  Type  the  new  number,  then  click  on  OK. 

The  note  and  subsequent  notes  are  automatically 
renumbered. 

When  you  want  to  change  the  format  of  a  note 
(numbering  style,  spacing,  lines  to  keep  together, 
etc.),  use  the  Options  feature  on  the  Footnote  menu. 

1  Move  the  cursor  to  the  place  in  your  document 
where  you  want  the  style  to  change. 

2  Choose  Options  from  the  Footnote  menu. 

A  dialogue  is  displayed  with  the  following  options: 

1  Footnote-Text  Separation  lets  you  determine  how 
long  the  line  between  your  footnotes  and  text  will  be. 
You  can  have  no  line,  a  2-inch  line,  a  2-inch  line  with 
a  "Continued"  message,  or  a  line  across  the  page. 
Preset  for  a  2-inch  line. 

When  a  footnote  is  split  between  two  pages,  the 
Continued  Message  feature  separates  the  text  from  the 
footnote  with  a  2-inch  line  and  prints  "(Continued...)" 
on  the  last  line  of  the  footnote.  "(Continued...)"  is 
also  printed  on  the  first  line  of  the  footnote  on  the 
next  page. 

2  Footnote  Position  tells  WordPerfect  what  to  do 
when  your  footnote(s)  and  text  do  not  take  up  all  the 
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available  space  on  a  page.  You  can  have  the  footnote 
at  the  bottom  of  the  page  or  move  it  up  to  the  bottom 
of  the  text.  Preset  for  bottom  of  page. 

3  Footnote  Numbering  defines  the  labeling  mode  for 
footnotes.  Footnotes  can  be  labeled  with  numbers, 
letters,  or  characters.  If  you  decide  to  label  your 
footnotes  with  characters,  you  can  define  which 
character  you  want  to  use  with  the  Note  Style  option. 
Preset  for  numbers. 

The  Footnote  Numbering  option  also  lets  you  restart 
footnote  numbering  at  the  top  of  each  page. 

4  Endnote  Numbering  performs  the  same  functions 
for  Endnotes  as  the  Footnote  Numbering  option  does 
for  Footnotes.  Preset  for  numbers. 

5  Note  Spacing  lets  you  enter  (in  number  of  lines)  the 
amount  of  spacing  you  want  within  and  between 
notes.  Preset  to  one. 

The  Note  Spacing  option  also  allows  you  to  enter  the 
number  of  lines  of  a  footnote  that  will  stay  on  the 
same  page  as  the  footnote  reference  when 
WordPerfect  needs  to  split  a  footnote,  and/or  how 
many  lines  will  stay  together  if  WordPerfect  needs  to 
split  an  endnote.  Preset  to  3. 

6  Note  Style  lets  you  enter  a  style  for  notes  in  the  text 
and  in  the  note.  You  can  enter  characters,  Underline, 
and/or  Superscript.  Codes  appear  when  you  choose 
Underline  or  Superscript.  Choose  Create  or  Endnote 
Create  from  the  Footnote  menu  to  insert  the  [Note#] 
code. 

Footnotes  in  the  text  are  preset  for  superscripted 
numbers.  Footnotes  in  the  note  are  preset  for  a  5- 
space  indent  and  superscripted  numbers. 
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Endnotes  in  the  text  are  preset  for  superscripted 
numbers.  Endnotes  in  the  note  are  preset  for  the 
number  followed  by  a  period. 

The  Note  Style  option  also  lets  you  enter  the 
character(s)  you  want  to  use  for  the  Character 
numbering  mode  (see  Footnote  and/or  Endnote 
numbering  above). 

You  can  enter  up  to  5  different  characters.  After  all 
characters  are  used  once,  they  are  doubled,  tripled, 
etc. 


First  note 
Second  note 
Third  note 
Fourth  note 
Fifth  note 
Sixth  note 
Seventh  note 


One  Character 

* 

** 

*** 

**** 


Two  Characters 

* 

# 

** 

## 

*** 

### 

**** 


Preset  for  an  asterisk  (*),  ) 

If  you  want  to  make  your  Footnote  Options  settings 
pemanent,  see  Defaults  in  this  section. 

Margin  Changes  When  you  change  the  margins  of  your  document,  you 

need  to  reset  the  margins  of  each  note. 

To  reset  the  margins  of  each  note,  display  each  note  in 
the  special  editing  screen,  then  exit  the  screen. 

1  Choose  Edit  or  Endnote  Edit  from  the  Footnote 
menu. 

2  Click  on  OK  to  display  the  current  note. 
You  can  also  enter  a  number  for  another  note. 

) 
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3  Choose  Close  from  the  File  menu  to  exit  the  note. 

You  may  want  to  create  a  macro  using  Repeat  Count 
on  the  Help  feature  that  does  the  task  for  you  (see 
Macros  and  Repeat  Count  in  this  section). 

) 


) 
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Formatting 


Document-Oriented 


Initial  Settings 


Upon  entering  WordPerfect,  you  can  start  typing. 
Screen  formatting  and  paging  are  automatic.  Initial 
formats  (margins,  tabs,  pitcli,  etc.)  have  been  preset 
and  can  be  changed  at  any  time  and  as  often  as  you 
like  throughout  a  document. 

WordPerfect  is  document-oriented  which  means  that 
you  only  need  to  enter  features  like  page  numbering 
and  headers  once.  You  enter  margins,  spacing,  and 
other  format  changes  at  the  cursor,  and  they  are  in 
effect  from  that  point  forward,  until  another  setting  is 
entered,  or  until  you  exit  your  document. 

Some  format  settings  insert  codes.  These  codes, 
although  unseen  on  a  normal  screen,  may  be  seen 
and/or  deleted  in  the  Codes  window.  Formatting 
codes  affect  the  text  from  the  cursor  forward. 

The  effect  of  some  settings,  such  as  Margins  and  Page 
Length,  will  be  displayed  on  your  screen.  Others, 
such  as  Justification,  Center  Page,  and  Advance,  will 
appear  only  when  the  document  is  printed. 

WordPerfect  comes  with  many  features  preset  to  a 
certain  value.  You  can  change  these  settings  for  a 
single  document  or  for  the  whole  time  you  are  in 
WordPerfect.  Once  you  exit  WordPerfect,  the  features 
are  reset  to  their  initial  settings. 

The  following  is  a  list  of  initial  settings: 


Align  Char 
Date  Fomat 
E-Tabs 
Font 

Hyphenation 
H-Zone 
Lines  Per  Inch 


.  (period) 

3  1,4  (November  1,  1987) 

160,10 

1 

off 

left=7,  right=0 
6 
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Margins 
Page  #  Col  Pos 
Page  #  Position 
Page  Length 
Pitch 

Right  Justification 

Spacing 

Tabs 

Top  Margin 
Underline  Style 
Widow/Orphan 


left=10,  right=74 

1-10,  c-42,  r=74 

no  page  numbers 

66  form  length,  54  text  lines 

10 

on 

1  (single) 

every  5  spaces 

12  half -lines  (1  inch) 

non-continuous  single 

no 


To  define  your  own  format  settings  and  make  them 
permanent,  see  Defaults  in  this  section. 


) 


) 
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1  Formatting  a  Diskette 


Before  you  can  store  files  on  a  diskette,  the  diskette 
needs  to  be  formatted  so  WordPerfect  can  save  and 
find  your  documents. 

When  you  format  a  diskette,  you  give  it  a  name 
(volume  name)  so  you  can  tell  WordPerfect  which 
diskette  you  want  it  to  use.  The  volume  name 
becomes  the  first  part  in  the  pathname  of  a  file. 

You  can  use  the  Format  option  on  the  File  Manage- 
ment screen  to  format  a  diskette  from  within 
WordPerfect. 

1  Choose  File  Management  from  the  File  menu. 

2  Click  on  Format  to  select  the  Format  option. 

3  Move  the  cursor  to  highlight  the  device  number 
where  you  want  to  format  the  diskette. 

4  Click  on  Format. 

5  Type  a  volume  name,  then  click  on  OK. 

6  If  you  have  not  done  so,  insert  the  diskette  into  the 
drive,  then  click  on  OK. 

"Destroy  /volume?"  may  appear.  This  means  that  the 
diskette  has  already  been  formatted  and  may  contain 
files.  Because  reformatting  a  diskette  destroys  all 
the  files,  you  may  want  to  use  another  diskette.  Click 
on  OK  to  destroy  any  files  on  the  diskette. 

When  the  diskette  is  formatted,  the  new  volume  name 
appears. 

7  Click  on  Exit  to  return  to  the  File  Management 
screen. 


Forms 


A  printer  defined  for  WordPerfect  is  set  for  one  of 
three  types  of  forms:  continuous,  liand-fed,  or  sheet 
feeder. 

Continuous  forms  have  perforations  that  allow  the 
paper  to  be  fed  through  the  printer  by  a  tractor  feeder 
(e.g.,  labels,  letter-sized  paper).  Hand-fed  forms  are 
individual  sheets  of  paper  or  forms  that  are  manually 
placed  in  the  printer  one  at  a  time.  Sheet  feeders  are 
designed  with  one  or  more  bins  that  hold  a  stack  of 
loose  sheets  of  paper  which  are  automatically  fed 
through  the  printer  one  at  a  time. 

If  you  have  one  printer,  but  are  using  both  continuous 
and  hand-fed  forms,  you  may  wish  to  select  two 
printers  and  define  each  alike  except  for  the 
iForms — one  would  be  hand-fed  and  the  other 
continuous.  You  could  then  change  the  Printer 
Number  at  print  time  through  the  Printer  Control 
dialogue. 

Hand-Fed  Forms  When  you  select  Hand-Fed  forms  and  send  a 

document  to  that  printer,  you  will  hear  a  beep  before 
the  printer  starts  a  print  job. 

1  Insert  a  sheet  of  paper  into  the  printer 

2  Choose  Printer  Control  from  the  Print  menu. 

3  Click  on  the  "Go  (Resume  Printing)"  button  to 
continue  printing. 

Each  time  a  page  is  printed,  another  beep  sounds. 
Continue  feeding  forms  and  clicking  on  the  Go  option 
until  all  pages  are  printed. 
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Forms  Fill-in 


WordPerfect  can  help  you  fill  in  pre-printed  forms. 
Information  from  the  keyboard,  primary  files,  and 
secondary  files  can  be  used  to  fill  in  the  form.  This 
merge  feature  is  for  those  who  have  to  fill  in  the  same 
forms  over  and  over  again. 

The  idea  is  to  insert  '^C  at  a  position  on  the  screen  that 
corresponds  to  the  correct  position  on  the  form  and  to 
do  this  at  each  position  you  want  to  enter  text.  The 
stops  the  merge  and  lets  you  enter  text  from  the 
keyboard. 


Lone  Pine  National  Property  Ooie    Movemb«r 6.1984 


Name 

Type  of  Cabin 

Reservation  Date 

IbriyL.Brovm 
23B4SquawPeakDr. 
riatwood,  Utah  84999 

Executive 

December  SO  -  S7,19S4 
Reservation  Fee  $1000.00 

NumbercfPersons  10 

Payment  $250.00 

Confirmed  Yes 

Measure  the  Fill-In  Measure  the  maximum  area  on  the  pre-printed  form 
Area  that  requires  fill-in.  For  example,  an  invoice  whose 

total  dimensions  are  9"  in  width  by  8"  in  length  may 
have  a  maximum  fill-in  area  of  8"  in  width  by  7"  in 
length. 

Set  the  Format  Clear  your  screen  and  reset  your  margins.  If  the 

maximum  fill-in  width  were  8",  then  you  would  need 
80  spaces  (using  10  pitch)  between  your  margins. 
Reset  the  lines-per-inch  if  necessary  (the  default  is  6). 
Reset  the  page  length  if  necessary  (the  default  allows 
for  54  lines  of  text). 


) 
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Create  a  Grid 


Create  a  grid  similar  to  the  one  sliown  below: 


lil  .Fik  [dit  Seorch  Print  line  !m  Stale  Fmtiiote  SpeciaT 


Bi23i|567859123i)56?89B123i|56?859123il56?898123i|567899123i|5 

6123i(5678981231567899123i|56r8a9123i)56?899123i|56?898I23i(5  : 
Line' 5' 

9123i)56789B123i|567899123i|55789B123i|567898123i|567899i23i|5 
9{23i(587898123i|567899123i|56789B123i|557898123156789B123i)5 
ei23i|567898123if56789B123i|567898123i)557898123i|56789B123i|5 
ll23i|56789B123i|56789B123i|56789B123i)56789B123i|56?899123i|5 


Doc  1  Ps  1  In  13  Po5  8 


I 


Continue  until  you  have  filled  the  maximum  fill-in 
area.  Remember  that  you  can  copy  and  retrieve  the 
first  line  of  the  grid  using  the  Copy  and  Paste  features. 


Print  the  Grid  Print  the  grid  onto  a  copy  of  your  form  noting  line 

and  position  numbers  that  intersect  fill-in  points  on 
your  pre-printed  fonn. 


Note  the  position  of  the  fonn  as  you  place  it  in  the 
printer. 
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Set  the  Tabs 


Set  the  tab  stops  at  every  position  you  want  to  place  a 
Merge  code.  You  should  set  tab  stops  on  every  line 
where  there  is  an  entry. 


Line  7 
Pos5 


Line  7 
Pos  37 


Lone  Pine  National  Pro  ]ei-t/ 


Line  1  Line  10 
Pos  59  Pos  68 


4  i6-?a901g3!4OTffS90Lg34567 


^576901 8346678901 34067 

^?8903  334567890.1  g346fi-7 

8TS901S346678901S34867 
1 

6?88QlS34B6?a901S3458? 
^''f'8901g,34B678fl01 


>901S3456789 

Paymenl  f~\ 


J3- 


Lines 
Pos  5 


Line  10  Line  7 
Pos  44      Pos  57 


Line  13 
Pos  37 


Line  13 
Pos  64 
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Insert  the  Merge  Insert  merge  codes  into  the  positions  where  you  have 

Commands  an  entry.  If  you  need  to  put  two  prompts  so  close 

together  that  you  do  not  have  room  on  the  same  line, 
you  may  use  the  Advance  Up  or  Advance  Down 
feature  to  go  to  the  second  prompt.  The  prompts  will 
appear  on  separate  lines  on  the  screen  but  will  print 
on  the  same  line  (if  your  printer  can  advance  up  or 
down). 


it  File  Edit  Searcli  Print  Line 

Poge  Stsile  Footnote  Speciol  : 

J 

□ 

Untitled 

B 

-^11 

"CI 

Doo  1  Pg  1  Ln  13  Pes  66 

Save  the  Primary  File     Save  the  primary  file,  do  a  merge,  load  your  pre- 
printed form  into  the  printer,  then  print  on  the  form. 


1 
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Go  To 


Go  To  Character 


The  Go  To  features  can  be  used  to  quickly  move  the 
cursor  to  a  specific  position  in  your  document. 

The  Go  To  Character  feature  moves  the  cursor  to  the 
immediate  riglit  of  the  first  occurrence  of  a  specific 
character  in  your  document. 

1  Choose  Go  To  Character  from  the  Search  menu. 

2  Type  a  character  to  move  the  cursor  forward  to  the 
immediate  right  of  the  first  occurrence  of  that 
character. 


Go  To  Page 


The  Go  To  Page  feature  moves  the  cursor  to  the  top  of 
a  specific  page  in  your  document. 


Choose  Go  To  Page  from  the  Search  menu. 

Type  a  number  to  move  the  cursor  to  the  top  of 
that  page,  then  click  on  OK. 
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Hard  Space 


If  you  wish  to  keep  two  or  more  words  together,  such 
as  your  name,  the  date,  or  an  equation,  use  a  Hard 
Space. 

1  Type  the  first  word. 

2  Choose  Hard  Space  from  the  Help  feature  to 
insert  a  hard  space. 

Since  Hard  Space  can  only  be  accessed  on  the  Help 
feature,  you  may  want  to  use  a  Keyboard  Equivalent. 

3  Type  the  second  word. 

WordPerfect  considers  the  two  words  as  one  and  may 
ask  you  to  hyphenate  the  word  when  Hyphenation  is 
on.  Because  you  want  to  keep  the  words  together, 
press  Cancel,  and  the  word  will  wrap  to  the  next  line. 
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I  Headers  and  Footers 


Km  ffl«e 

it 

Page  Wer  PasiUon... 

Hew  Poge  Hiiitier... 

ttnter  Pige 

Pije  1  Mm  fssiliM.. 

Suppress  Poge  Foraot... 

P«gt  temlh... 

Top  Hnrgin... 

Hecders  end  FcctErs...  \S 

m 

tomlittml  [nit  »f  Page. 

l^idoH'Orpliaii  Protect 

Use  a  header  to  automatically  print  the  same 
information  (titles  or  page  numbers)  at  the  top  of 
every  page,  odd  pages,  or  even  pages. 

If  a  header  is  not  at  the  beginning  of  your  document, 
it  may  move  from  the  top  of  a  page  when  you  add  or 
delete  text.  To  protect  the  header  from  moving,  place 
a  Hard  Page  break  [HPg]  in  front  of  the  header 
code. 


Use  a  footer  to  automatically  print  the  same  infor- 
mation (titles  or  page  numbers)  at  the  bottom  of  every 
page,  odd  pages,  or  even  pages. 


Creating  When  you  want  to  create  a  header  or  footer: 

1   Move  the  cursor  to  the  beginning  of  the  page  on 
which  you  want  the  header  or  footer  to  begin. 
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2  Choose  Headers  and  Footers  from  the  Page 
menu  to  display  the  Headers,  Footers  dialogue. 


3  Click  on  the  "Header  A"  or  "Header  B"  button  for 
a  header;  click  on  the  "Footer  A"  or  "Footer  B" 
button  for  a  footer 

You  may  define  as  many  as  two  headers  and  two 
footers  at  any  time  in  a  document. 

4  Click  on  the  "Every  Page"  button,  the  "Odd 
Pages"  button,  or  the  "Even  Pages"  button. 

You  are  placed  in  a  special  Header/Footer  window. 

The  name  of  your  header  or  footer  appears  on  the 
title  bar  to  let  you  know  that  you  are  in  the  header  or 
footer  window. 

5  Type  the  text  of  the  header  or  footer. 

You  may  use  most  WordPerfect  features,  such  as 
Center,  Flush  Right,  Bold,  Underline,  etc.  Tabs  are 
automatically  converted  to  the  proper  number  of 
spaces. 

6  Choose  Close  from  the  File  menu  to  save  the 
header  or  footer  and  return  to  your  document. 

Editing  When  you  want  to  make  changes  in  a  header  or 

footer: 

1  Move  to  a  position  after  the  Header/Footer  code. 

2  Choose  Headers  and  Footers  from  the  Page 
menu  to  display  the  Headers,  Footers  dialogue. 

3  Click  on  the  button  corresponding  to  the  header  or 
footer  you  want  to  edit. 

4  Click  on  Edit  to  display  the  Header/Footer  editing 
screen. 
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5  Edit  the  text  of  the  header  or  footer 

®  Choose  Close  from  the  File  menu  to  save  the 
edited  header  or  footer  and  return  to  your 
document. 

You  may  discontinue  headers  or  footers  at  any  place 
in  your  document. 

1  Move  the  cursor  to  where  you  want  to  discontinue 
the  header  or  footer 

2  Choose  Headers  and  Footers  from  the  Page 
menu  to  display  the  Headers,  Footers  dialogue. 

3  Click  on  the  button  corresponding  to  the  header  or 
footer  you  want  to  discontinue. 

4  Click  on  the  "Discontinue"  button  to  discontinue 
the  header  or  footer 

The  header  or  footer  will  be  discontinued  from  the 
cursor  forward  in  your  document. 

If  you  change  the  margins  in  your  document  after 
creating  a  header  of  footer,  display  the  header  or 
footer  editing  screen,  choose  Close  from  the  File 
menu,  and  the  margins  in  your  header  or  footer  will 
automatically  be  updated. 

If  you  want  to  spell-check  a  header  or  footer 
separately  from  the  rest  of  your  document,  display  the 
header  or  footer  editing  screen,  then  select  the  Speller. 

If  you  use  two  headers  (or  footers)  on  the  same  page, 
be  sure  that  one  is  Flush  Right  or  printed  on  a 
different  line.  Otherwise,  one  may  print  on  top  of  the 
other 

Headers  are  printed  starting  on  the  first  text  line  of  the 
page.  WordPerfect  automatically  subtracts  the  correct 
amount  of  lines,  allowing  for  one  blank  line  between 


the  header  and  the  document.  For  example,  if  you 
have  a  one-Une  header  and  your  text  lines  are  set  to 
54,  two  lines  are  used  for  the  header  and  the 
remainder  (52)  are  used  for  the  text  of  the  document. 

The  first  line  of  a  footer  is  printed  on  the  last  text  line 
of  the  page.  An  extra  line  above  the  footer  is 
automatically  used  to  double  space  the  footer  from  the 
text.  If  your  footer  is  more  than  one  line  long,  the  rest 
of  the  text  is  printed  in  the  bottom  margin. 

Page  Numbers  If  you  want  to  include  text  with  automatic  page 

numbering,  choose  Merge  from  the  Special  menu, 
then  click  on  '^N  Next  Record  to  insert      in  a  header 
or  footer  instead  of  using  the  Page  Numbering  feature. 
This  is  the  only  way  you  can  precede  page  numbers 
with  text  (see  Page  Numbering  in  this  section  for 
details). 
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Help 


On-line  help  is  available  when  you  are  using 
WordPerfect.  From  anywhere  in  the  program,  you  can 
view  a  screenful  of  information  about  any 
WordPerfect  feature. 

I   1    Choose  Help  from  the  Apple  menu. 

HbmlMPirfitt...  I 


Hglp... 


2  Move  the  cursor  to  the  particular  feature  you  want 
information  about. 

3  Type /or?. 

A  help  screen  of  information  about  the  highlighted 
feature  will  appear 

This  can  be  done  from  anywhere  in  the  program.  For 
example,  if  you  are  editing  a  footnote  and  want  to 
know  how  to  exit  the  Footnote  Edit  screen,  highlight 
Footnote  Edit,  and  press  a  Help  key  as  described 
above. 

To  exit  a  Help  screen  and  return  to  your  document, 
click  on  OK. 

The  Help  feature  may  also  be  used  to  choose  a  feature 
or  assign  a  Keyboard  Equivalent  (see  Feature  Search 
and  Keyboard  Equivalents  in  this  section). 
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Home 


The  Home  feature  can  be  used  with  arrow  keys  to 
quickly  move  the  cursor  to  the  beginning  or  end  of 
text. 

Home,  Arrow  moves  the  cursor  to  the  edge  of  the 
text  on  your  screen. 

Home,  Home,  Arrow  moves  the  cursor  to  the 
beginning  or  end  of  your  document  or  line. 

Home,  Home,  Home,  Left  Arrow  (^)  moves  the 
cursor  to  the  beginning  of  a  line  before  any  codes. 

Home,  Home,  Home,  Up  Arrow  (t)  moves  the 
cursor  to  the  beginning  of  the  document  before  any 
codes. 

Rather  than  selecting  Home  from  the  Help  feature 
each  time  you  want  to  use  it,  you  can  use  the 
)  Keyboard  Equivalents  feature  to  define  a  Home  key 

of  your  own  (see  Keyboard  Equivalents  in  this 
section). 

Home  Keys  Numbers  5  and  7  on  the  Number  Pad  (when  Number 

Lock  is  not  on)  are  predefined  as  Home  keys  and 
perform  the  same  functions  as  the  Home  feature. 
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Hyphen,  Hard 


When  typing  hyphenated  words  such  as  mother-in- 
law,  use  a  hard  hyphen  instead  of  a  dash. 

1  Type  the  first  word. 

2  Choose  Hard  Hyphen  from  the  Help  feature  to 
insert  a  hard  hyphen. 

Since  Hard  Hyphen  can  only  be  accesssed  on  the 
Help  feature,  you  may  want  to  use  a  Keyboard 
Equivalent. 

3  Type  the  second  word. 

If  the  word  needs  to  be  hyphenated,  WordPerfect  will 
automatically  use  the  hard  hyphen. 

WordPerfect  may  ask  you  to  hyphenate  words  with 
dashes,  because  a  dash  (not  a  hard  hyphen)  is  like  any 
other  character  This  can  result  in  double  hyphens. 
That  is  why  hyphenated  words  should  be  typed  with  a 
hard  hyphen  rather  than  a  dash. 

A  double  dash  (— )  should  be  entered  by  typing  a  dash 
followed  by  a  hard  hyphen. 


Hyphenation 


w 

illignient  Xiiprocter.. 

M 

M  Set..., 

lob.  Extended... 

,Hargins... 

SpQCiRg... 

Huphtnolion  a 

Hitphenation  Zone... 

tenter 

M 

Flash  Itijlit 

6E 

M  III  inn 

Indent,  left 

M 

Indent,  l«ft/8ljfit 

* 

Horgin  Release,  Left 

) 


) 


When  you  are  typing  or  editing  a  document,  Word- 
Perfect does  not  ask  you  to  liyphenate  words.  If  you 
want  to  improve  tlie  visual  appearance  of  the  printed 
page  by  Iceeping  justified  lines  and  ragged  right 
margins  more  evenly  spaced,  however,  you  can  turn 
on  the  Hyphenation  feature. 

1  Position  the  cursor  anywhere  in  the  document. 

2  Choose  Hyphenation  from  the  Line  menu  to  turn 
on  Hyphenation  for  the  entire  document. 

An  "H"  appears  on  the  status  line  when  Hyphenation 
is  on. 

As  you  scroll  through  text,  WordPerfect  selects  the 
words  that  need  to  be  hyphenated.  A  beep  sounds, 
and  you  see  the  message,  "Position  hyphen;  Press 
ESC"  along  with  the  word  to  be  hyphenated. 

3  Press  the  Left  Arrow  (<-)  or  Right  Arrow  (^)  to 
position  the  hyphen  between  syllables. 

4  Press  Esc  to  hyphenate  the  word  and  continue 
typing. 

A  soft  hyphen  is  inserted  into  the  word  (see  Soft 
Hyphens  below). 

If  you  do  not  want  to  hyphenate  the  word,  press 
Clear,  and  the  word  wraps  to  the  next  line.  The  space 
before  the  word  is  changed  to  a  Soft  Return  [SRt],  and 
a  Cancel  Hyphenation  code  (/)  is  inserted  in  front  of 
the  word. 

Delete  the  slash  (/)  from  the  Codes  window  if  you 
change  your  mind  and  decide  to  hyphenate  the  word. 
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Hyphenation  Off  You  can  turn  Hyphenation  off  by  choosing 

Hyphenation  again. 

1  Position  the  cursor  where  you  want  to  turn  off 
Hyphenation. 

2  Choose  Hyphenation  from  the  Line  menu  to  turn 
Hyphenation  off  for  the  entire  document. 

You  can  turn  Hyphenation  on  and  off  as  many  times 
as  you  like  in  a  document. 

Soft  Hyphens  When  WordPerfect  helps  you  hyphenate,  a  soft 

hyphen  is  inserted  into  your  document.  The  soft 
hyphen  is  a  code  that  looks  like  a  dash  on  the  screen 
but  is  in  reverse  video  in  the  Codes  window. 

When  you  are  editing,  some  hyphenated  words  may 
pull  together  again.  The  soft  hyphen  disappears  from 
the  document  window,  but  it  can  still  be  seen  in  the 
Codes  window. 

If  you  want  to  make  your  Hyphenation  On  setting 
permanent,  see  Defaults  in  this  section. 
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Hyphenation 
Zone  (H-Zone) 


BlijMMt  Chunctit.. 

S« 

loHd..^ 

Tob,  Extended... 

Margins... 

SH 

Spocing... 

HgplienQtiDii 

Center 

it. 

Flosbliiskt 

4F 

lob  llliin  ^ 

Indent,  left 

it 

Indent,  left/Right 

i 

Korgin  Fleteose,  Left 

WordPerfect  uses  a  Hyphenation  Zone  (H-Zone)  to 
determine  if  a  word  should  be  hyphenated  or  wrapped 
to  the  next  Une  when  the  Hyphenation  feature  is  on. 

There  is  a  right  H-Zone  and  a  left  H-Zone: 


Right  Margin 
Left  H-Zone  Right  H-Zone 


If  a  word  starts  before  or  on  the  left  H-Zone  and 
moves  past  the  right  H-Zone,  you  are  asked  to 
hyphenate  the  word  (see  Hyphenation).  If  a  word 
starts  after  the  left  H-Zone  and  moves  past  the  right 
margin,  it  is  wrapped  to  the  next  line. 

Setting  the  The  left  H-Zone  is  preset  to  7,  and  the  right  H-Zone  is 

Hyphenation  Zone         preset  to  0.  You  may  change  these  settings  to  increase 

or  decrease  hyphenation. 

1  Choose  Hyphenation  Zone  from  the  Line  menu. 

2  Type  the  left  H-Zone  setting. 

3  Press  Tab  to  move  the  cursor  to  the  "Right"  box. 

4  Type  the  right  H-Zone  setting. 

5  Click  on  OK  to  confirm  the  settings. 
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A  smaller  Hyphenation  Zone  requires  more 
hyphenation;  a  larger  Hyphenation  Zone  requires  less 
hyphenation. 

The  Hyphenation  Zone  also  determines  how  far  you 
can  move  the  hyphen  in  the  word. 

If  you  want  to  make  your  new  Hyphenation  Zone 
settings  permanent,  see  Defaults  in  this  section. 

Hyphenation  Zone         If  Right  Justification  is  on  and  you  have  a  large 
and  Right  Justification    hyphenation  zone,  the  text  in  some  lines  may  be 

unevenly  spaced  when  the  document  is  printed. 

If  you  have  a  line  printer  and  define  the  right 
Hyphenation  Zone  setting  for  a  number  greater  than  0, 
some  lines  may  print  beyond  the  right  margin  when 
Right  Justification  is  on. 

With  Right  Justification  Off,  a  small  Hyphenation 
Zone  will  produce  a  more  even  right  margin. 

) 
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Indent,  Left 


Itlign^ent  Character... jR 
Iii  Set. . . 

Tcl).  Extended...  


Hcrgins.. 
'.::'r: 


Hyphenation 
Hyphenotion  Zone.. 


Flush  Rijht 


loh  mm  


Indent,  Left/Right 
Horgin  Release,  Left 


You  can  use  the  Indent,  Left  feature  to  indent  a 
paragraph  from  the  left  margin.  Your  paragraph  will 
indent  one  tab  stop  each  time  you  select  the  Indent, 
Left  feature. 


Left  Indent 


When  you  want  to  indent  the  entire  paragraph: 

1  Choose  Indent,  Left  from  the  Line  menu  to  begin 
indenting  at  the  next  tab  stop. 

You  can  change  the  tab  stops  to  change  the  indent 
value. 

2  Type  the  text. 

3  Press  Return  to  end  indenting. 
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Hanging  Paragraph        When  you  want  the  first  line  of  a  paragraph  to  begin 

at  the  left  margin  with  the  remaining  lines  indented, 
follow  these  steps: 

1  Choose  Indent,  Left  from  the  Line  menu  to  begin 
indenting  at  the  next  tab  stop. 

2  Choose  Margin  Release,  Left  from  the  Line  menu 
to  move  the  first  line  of  the  paragraph  one  tab  stop 
to  the  left. 


3  Type  the  text  of  the  paragraph. 

The  first  line  of  text  begins  at  the  left  margin  while 
the  remaining  lines  are  indented. 

4  Press  Return  to  end  indenting. 
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Indent,  Left/Right 


(US 

Blignaent  Etiaracler.. 

611 

ToHet... 

Tob,  Extended... 

Korsins... 

iH 

Spgeina... 

Haphenatian 

Hapfiendliort  Zone... 

Center 

SC 

FIusHiaht 

if 

Tob  Utisn 

Indent,  Left 

M 

Indent,  Left/BiUt  t, 

H 

Hirsin  ll!lf«!8,  left 

1 


) 


This  feature  indents  your  text  from  both  the  left  and 
right  margins  until  the  Return  key  is  pressed.  This  is 
useful  for  long,  indented  quotes  or  centering 
paragraphs.  The  tab  stops  are  used  for  indent  stops. 

1  Choose  Indent,  Left/Right  from  the  Line  menu  to 
begin  indenting  one  tab  stop  from  the  left  and  right 
margins. 

You  can  change  the  tab  stops  to  change  the  indent 
values. 

2  Type  the  text  of  the  paragraph. 

3  Press  Return  to  end  indenting. 
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Justification  On/Off 


Priiit 
fije  Print 
PrinEer  Eofltroi. . 


Ri?ht  J»!tifit«tio3 


i  Ums  Pir  Intli 


Insert  Printer  Eaaaml.;.  M 


Right  Justification  Off 


Right  Justification 
On 


Right  Justification  adjusts  the  spacing  between 
printed  characters  to  Iceep  the  right  margin  even. 
WordPerfect  is  preset  for  Right  Justification  on. 

You  cannot  see  Right  Justification  on  the  screen. 
When  Right  Justification  is  off,  however,  a  [RtJstOff] 
code  is  inserted  into  the  document.  Should  you  turn 
Right  Justification  on  after  turning  it  off,  a  [RtJstOn] 
code  is  inserted  into  your  document. 

When  you  want  your  document  to  print  with  a  ragged 
right  margin: 

1  Move  the  cursor  to  where  you  want  to  end  Right 
Justification. 

2  Choose  Right  Justification  from  the  Print  menu. 

When  you  want  to  restore  right  justification  in  your 
document: 

1  Move  the  cursor  to  where  you  want  to  begin  Right 
Justification. 

2  Choose  Right  Justification  from  the  Print  menu. 

You  may  also  begin  Right  Justification  again  by 
deleting  the  previous  [RtJstOff]  code. 

You  can  begin  and  end  Right  Justification  in  your 
document  as  many  times  as  you  wish.  Right 
Justification  settings  are  effective  in  your  document 
from  the  cursor  forward  until  another  Justification 
change  is  made  or  until  you  exit  the  document. 

If  you  want  to  make  the  Right  Justification  Off  setting 
permanent,  see  Defaults  in  this  section. 
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Keyboard  Equivalents 


Some  WordPerfect  features  are  used  more  often  than 
others.  To  immediately  choose  the  features  that  you 
use  most  often,  execute  a  Keyboard  Equivalent. 

A  Keyboard  Equivalent  is  a  shortcut  to  choosing  a 
feature  and  is  created  by  highlighting  a  feature  on  the 
Help  feature,  holding  down  either  the  Apple  or  Option 
key,  and  typing  a  character  (number,  letter,  period, 
exclamation  point,  etc.).  When  the  Keyboard 
Equivalent  is  executed,  the  feature  it  is  assigned  to  is 
immediately  chosen. 

Keyboard  Equivalents  are  similar  to  Macros  (see 
Macros  in  this  section). 

There  are  two  kinds  of  Keyboard  Equivalents: 
preassigned  and  user-defined.  All  Keyboard 
Equivalents  appear  to  the  right  of  their  assigned 
features  in  the  Help  feature  and  on  the  various  menus. 


Dos  l  is  1  Ln  1  Pos  18 


5 
6 
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Preassigned  Keyboard 
Equivalents 


WordPerfect  comes  to  you  with  some  Keyboard 
Equivalents  preassigned.  For  example,  (Apple-b)  is 
the  preassigned  equivalent  for  the  Bold  feature.  To 
immediately  choose  Bold,  hold  down  the  Apple  key, 
then  press  b. 

The  following  is  a  list  of  WordPerfect  features  with 
their  preassigned  Keyboard  Equivalents: 


Apple 
Apple 
Apple 
Apple 
Apple 
Apple 
Apple 
Apple 
Apple 
Apple 
Apple 
Apple 
Apple 
Apple 
Apple 
Apple 
Apple 
Apple 
Apple 
Apple 
Apple- 
Apple 
Apple 
Apple 
Apple- 
Apple 
Apple- 
Apple 


a 
b 

-c 
d 
f 

■g 
h 
-i 

m 
n 
-o 
P 

q 

-r 
s 
t 
u 

Space  Bar 
Right  Arrow 
Down  Arrrow 
Comma 
Period 
Return 
Tab 
1 
9 

Dash 
Delete 


Alignment  Character 

Bold 

Center 

Defaults 

File  Management 
Go  To  Character 
Headers  and  Footers 
Insert  Printer  Command 
Margins 
New 

Overstrike 
Printer  Control 
Quit 
Retrieve 
Save  As 
Thesaurus 
Underline 
Hard  Space 
Delete  End  of  Line 
Delete  End  of  Page 
Beginning  of  Line 
End  of  Line 
Hard  Page 
Indent,  Left 

Beginning  of  Document 
End  of  Document 
Hard  Hyphen 
Delete  Word 
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Option-b 

Block 

Option-c 

Close 

Option-f 

Flush  Right 

Option-s 

Show  (Hide)  Codes 

Option-Space  Bar 

Margin  Release,  Left 

Option-Left  Arrow 

Word  Left 

Option-Right  Arrow 

Word  Right 

Option-Down  Arrow 

Subscript 

Option-Up  Arrow 

Superscript 

Option-Tab 

Indent,  Left/Right 

User-Defined  User-defined  Keyboard  Equivalents  are  Keyboard 

Keyboard  Equivalents     Equivalents  that  you  create  and  assign  to  a  feature. 

You  can  define  Keyboard  Equivalents  for  features  that 
do  not  have  preassigned  Equivalents.  You  can  also 
define  Keyboard  Equivalents  that  reassign  or  replace 
preassigned  Keyboard  Equivalents. 

1  Move  the  cursor  to  a  feature  in  the  Help  feature. 

2  Hold  down  the  Apple  or  Option  key,  then  type  a 
character  of  your  choice  to  define  a  Keyboard 
Equivalent  for  the  highlighted  feature. 

If  a  "Reassign  Existing  Function?"  message  appears 
on  the  screen,  then  you  are  replacing  or  reassigning  an 
existing  Keyboard  Equivalent.  Click  on  OK  to 
confirm  your  decision;  click  on  Cancel  to  change 
your  mind. 

The  Keyboard  Equivalent  will  appear  to  the  right  of 
its  assigned  feature  in  the  Help  feature  and  on  the 
various  menus.  If  you  use  the  Apple  key,  both  an 
Apple  and  the  character  will  appear.  If  you  use  the 
Option  key,  only  the  character  will  appear. 

You  cannot  assign  the  same  Keyboard  Equivalent  to 
two  features.  Therefore,  if  you  create  a  Keyboard 
Equivalent  that  is  already  assigned  to  another  feature, 
the  Equivalent  will  be  deleted  from  the  other  feature 
and  assigned  to  the  new  feature. 


REFERENCE  339 


You  also  cannot  have  more  than  one  Keyboard 
Equivalent  for  each  feature.  If  the  highlighted  feature 
previously  had  a  Keyboard  Equivalent,  the  previous 
Equivalent  vi'ill  be  deleted,  and  the  feature  will 
respond  only  to  the  new  Equivalent. 

Executing  Keyboard  Features  with  Keyboard  Equivalents  can  be  chosen  by 
Equivalents  executing  the  Equivalent. 

To  execute  an  Equivalent,  repeat  the  keystrokes  used 
to  define  the  Equivalent. 

1   Hold  down  the  Apple  or  Option  key,  then  press 
the  character  associated  with  the  Equivalent. 

Neither  the  Help  feature  nor  any  menu  will  appear. 
Features  that  have  no  dialogues  (e.g..  Bold,  Center, 
Right  Justification  On)  will  immediately  be  chosen. 
For  other  features  (e.g.,  Save  As,  Spacing,  Underline 
Style),  dialogues  will  immediately  appear. 

If  you  do  not  save  a  user-defined  Keyboard 
Equivalent,  the  Equivalent  will  be  deleted  when  you 
exit  WordPerfect.  Saving  a  Keyboard  Equivalent 
prevents  you  from  having  to  define  it  each  time  you 
enter  Word  Perfect. 

1  Choose  Defaults  from  the  File  menu. 

2  If  the  "Keyboard  Equivalents"  box  does  not  have 
an  "x"  in  it,  click  on  it  to  turn  it  on. 

If  any  of  the  other  boxes  have  an  "x"  in  them,  those 
settings  will  also  he  saved. 

3  If  the  "Save  current  values"  button  is  not 
highlighted,  click  on  it  to  turn  it  on. 

4  Click  on  OK  to  confirm  your  selections. 

All  Keyboard  Equivalents  will  be  saved  at  their 
current  values. 
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Saving  Keyboard 
Equivalents 


Deleting  a  Keyboard 
Equivalent 


Using  the  Delete  key,  you  can  delete  a  Keyboard 
Equivalent. 


1   In  the  Help  feature,  move  the  cursor  to  the  feature 
whose  Keyboard  Equivalent  you  want  to  delete. 


1  Choose  Defaults  from  the  File  menu. 

2  If  the  "Keyboard  Equivalents"  box  does  not  have 
an  "x"  in  it,  click  on  it  to  turn  it  on. 

If  any  of  the  other  boxes  have  an  "x"  in  them,  those 
original  settings  will  also  be  restored. 

3  If  the  "Restore  original  values"  circle  is  not 
highlighted,  click  on  it  to  turn  it  on. 

4  Click  on  OK  to  confirm  your  selections. 

WordPerfect  deletes  all  user-defined  Keyboard 
Equivalents.  The  next  time  you  boot  WordPerfect,  all 
preassigned  Equivalents  will  be  restored. 

The  Quick  Reference  card  that  came  with  your 
package  lists  all  preassigned  Keyboard  Equivalents 
and  can  be  used  to  record  Keyboard  Equivalents  that 
you  assign. 


2 


Press  Delete  to  delete  the  Equivalent. 


Restoring  Preassigned 
Keyboard  Equivalents 


To  delete  all  user-defined  Keyboard  Equivalents, 
whether  they  have  been  saved  or  not,  restore  the 
preassigned  Equivalents. 
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Lines  Per  Inch 


so  ^  ,    WordPerfect  is  preset  to  print  six  vertical  lines  per 

inch.  You  can  change  the  number  of  lines  per  inch  to 
eight. 

1  Move  the  cursor  to  where  you  want  the  new 
setting  to  begin. 

2  Choose  8  Lines  Per  Inch  from  the  Print  menu. 

You  can  print  the  PRINTER. TEST  file  to  see  if  your 
printer  can  print  eight  lines  per  inch. 

A  combination  of  6  Ipi  and  8  Ipi  on  the  same  page 
may  cause  your  printer  to  feed  the  next  page  to  the 
wrong  starting  point.  You  can  correct  this  problem 
with  the  Printer  Utility  on  your  /Utilities  diskette  (see 
Utilities  in  this  section).  Enter  <12>  under  "String  to 
send  printer  at  end  of  page."  This  will  send  a  form 
feed  at  the  bottom  of  each  page.  You  must  also  set 
the  Form  Length  and  Top  of  Form  switches  on  your 
printer  to  the  proper  settings. 

To  return  to  six  lines  per  inch,  choose  6  Lines  Per 
Incli  from  the  Print  menu. 

Text  Lines  When  choosing  eight  lines  per  inch,  you  may  also 

want  to  change  the  number  of  text  lines  on  the  page. 

1  Choose  Page  Lengtli  from  the  Page  menu  to 
display  the  Page  Length  dialogue. 

2  Click  on  the  "Other"  button. 

This  allows  you  to  create  your  own  settings. 

3  Type  the  new  setting. 


Prut  J 
Paiiprin! 
Prlnttr  Cwuol.. 
Right  Justification 


Slieet  Feeder  Bin  Hua^er.. 


Insert  Printer  CpniMni.. 
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4  Press  Tab  to  move  the  cursor  to  the  "Text  Len" 
box. 

5  Type  the  new  setting,  then  click  on  OK. 

Form  length  is  measured  in  6  lines  per  inch,  regardless 
of  the  actual  lines  per  inch  setting.  Even  if  you  have 
set  WordPerfect  for  8  lines  per  inch,  form  length  for 
an  11-inch  long  sheet  of  paper  is  66  lines. 

Text  length  is  measured  in  actual  lines  of  text  per 
page.  If  you  have  set  WordPerfect  for  8  lines  of  text 
per  inch,  an  11 -inch  long  sheet  of  paper  with  1-inch 
margins  at  the  top  and  bottom  will  have  72  lines  of 
text  (9  inches  of  text  space  x  8  lines  of  text  per  inch  = 
72  text  lines).  If  you  have  set  WordPerfect  for  6  lines 
of  text  per  inch,  the  same  sheet  of  paper  will  have  54 
lines  of  text  (9  inches  of  text  space  x  6  lines  of  text 
per  inch  =  54  text  lines). 

The  Lines  Per  Inch  change  is  effective  in  a  document 
from  the  cursor  forward  until  another  Lines  Per  Inch 
setting  is  entered  or  until  you  exit  the  document. 

If  you  want  to  change  WordPerfect's  initial  setting  to 
8  Lines  Per  Inch,  see  Defaults  in  this  section. 


) 


REFERENCE  343 


Locked  Files 


WordPerfect  lets  you  lock  files  to  protect  them  from 
editing  changes.  A  locked  file  can  be  retrieved,  but 
cannot  be  renamed,  deleted,  or  saved  with  the  same 
filename  once  it  has  been  retrieved  to  the  screen. 

Locking  a  File  Use  the  Lock  option  on  the  File  IVIanagement  screen 

to  lock  a  file. 

1  Move  the  cursor  to  the  file  you  want  locked. 

2  Click  on  Locli  to  lock  the  file. 

Ai7  asterisk  (*)  appears  next  to  the  filename. 

Unloclting  a  File  To  unlock  a  file,  you  follow  the  same  steps  that  you 

used  to  lock  the  file.  The  asterisk  will  disappear  from 
the  screen. 

DO  NOT  lock  any  WordPerfect  program  files. 
WordPerfect  program  files  begin  with  WP. 
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Look 


The  Look  option  on  the  File  Management  screen  lets 
you  scroll  through  the  contents  of  a  WordPerfect 
document  file,  text  file,  or  picture  file.  Look  will  also 
display  the  files  in  a  directory. 


WordPerfect 
Document  and  Text 
Files 


To  look  at  the  contents  of  a  WordPerfect  document  or 
text  file,  use  the  Look  option  on  the  File  Management 
screen. 


1  Move  the  cursor  to  a  filename  (WP  or  TXT  will  be 
the  file  type). 

2  Click  on  Look  to  display  the  contents  of  the 
document. 


itFile  Edit  Seorch  Print  Line  Pcae  Stalt  Foptnote  Speciol 


Loiie  Pine  National  Park  - 
Christios  Tree  Harvest  -  1986 

there  are  severol  varieties  of  evergreen  trees  which  can  be  harvested.  The 

J 

are  not  hard  to  tell  opart  os  the  leaves  (needles)  and  cones  are  usuollsi 
quite  different: 

Pines  -  Needles  gathered  together  at  the  base  in  bunches  of  one  to  five  i 

n'^     -    ;  ^ 

0  little  sheath  thot  often  wears  off  ofter  the  first  aeor. 
Spruces  -  Heedles  scattered  over  the  twigs  singlg,  less  than  on  inch  long 

Cones  have  thick  wooda  scales. 

Juniper  or  Cedar  -  Heedles  reduced  to  little  green  scales  on  the  twigs, 
cones  reduced  to  small  bluish  berries. 

It  is  essentio!  that  onsone  cutting  Christmas  trees  for  personal  or 
coimerciol 


CQHTIHUE 


CftHCEL 


Click  on  Continue  to  scroll  down  through  the  text. 
You  cannot  edit  or  move  in  any  other  direction.  Click 
on  Cancel  when  you  want  to  return  to  the  File 
Management  screen. 
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Directories  Directories  are  special  files  that  keep  infomation 

about  other  files  such  as  the  filename  and  file  size. 
Much  of  this  information  is  displayed  on  the  File 
Management  screen. 

Directories  may  be  found  in  alphabetical  order  with 
the  rest  of  the  files  on  the  File  Management  screen. 
Each  directory  has  DIR  listed  under  the  "Type" 
column. 

While  in  the  File  Management  screen,  you  can  use  the 
Look  option  to  look  at  all  the  files  in  a  directory. 

1  Move  the  cursor  to  a  directory  file  (DIR  is  the  file 
type). 

2  Click  on  Look  to  display  the  files  in  the  directory. 

Choosing  the  Look  option  does  not  change  the 
default  prefix. 

To  move  back  through  a  pathname  one  directory  at  a 
time,  click  on  the  folder  icon  displayed  next  to  the 
"Path"  heading  in  the  upper-left  corner  of  the  screen. 

Pictures  The  Look  option  may  also  be  used  to  view  any  picture 

files. 

1  Move  the  cursor  to  a  filename  (PIC  will  be  the  file 
type). 

2  Click  on  Look  to  choose  Look  and  display  the 
picture  on  your  screen. 
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Macros 


!Hjl_ 

Speller... 
Itiesnurus. . 


Insert  Date 
Oflte  Fpraot... 
Colors... 
Eieon  Screen 


The  Macro  feature  lets  you  record  both  text  and 
WordPerfect  features  under  one  name  and  play  them 
back  exactly  as  they  were  recorded. 

You  can  define  (record)  a  macro  to  perform  any  task 
you  would  normally  do  with  WordPerfect: 

Type  a  closing  to  a  letter. 
Format  a  document. 
Replace  several  items  in  a  document. 
Print  and  save  a  file. 
Print  several  copies  of  a  document. 
Send  a  Go  command  to  the  printer  when  you  are 
using  Hand-fed  forms. 

There  are  four  basic  steps  to  follow  each  time  you 
define  a  macro: 


1  Choose  Macro  Define  from  the  Special  menu  to 
begin  defining  the  macro. 

"Define  Macro"  appears  on  the  status  line. 

2  Type  the  name  of  the  macro,  then  click  on  OK. 

3  Record  text  and/or  features  of  your  choice  in  the 
macro  file. 

4  Choose  Macro  Define  from  the  Special  menu  to 
end  defining  the  macro. 

Starting  a  merge  while  defining  a  macro  will 
automatically  end  the  macro  definition.  Starting  the 
Speller  or  Thesaurus  will  turn  off  the  macro  definition 
while  you  are  in  the  Speller  or  Thesaurus.  When  you 
exit  the  Speller  or  Thesaurus,  the  macro  definition 
will  continue. 
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You  can  choose  Macro  Define  when  a  WordPerfect 
message  is  on  the  screen  (e.g.,  "Document  to  be 
Saved:")  to  stop  recording  the  macro. 

Block  and  Cursor  Control  commands  included  in  a 
macro  should  be  chosen  from  the  Help  feature  using 
the  keyboard. 

If  you  are  using  a  macro  that  includes  the  Search 
feature,  the  macro  automatically  ends  when  the 
search  string  is  not  found. 

Saving  the  Macro  The  keystrokes  used  to  define  a  macro  are  stored  as  a 

Prefix  file  on  the  volume  pointed  to  by  prefix  4/  (see  Prefix 

in  this  section).  No  matter  which  directory  you  are  in 
when  you  define  or  execute  a  macro,  you  only  need  to 
type  the  macro  name,  then  click  on  OK,  and  the 
macros  will  be  saved  on  and  executed  from  prefix  4/. 

If  you  want  your  macros  to  be  saved  in  a  specific 
location  (other  than  prefix  4/)  you  can  save  that  prefix 
with  the  Defaults  feature  (see  Defaults  in  this  section). 
Once  the  prefix  is  saved,  you  only  need  to  enter  the 
filename  of  the  macro  regardless  of  what  prefix  you 
are  in,  and  WordPerfect  will  search  for  the  macro.  If 
you  do  not  save  the  prefix,  you  must  enter  the  full 
pathname  to  execute  the  macro. 

Naming  a  Macro  Before  you  define  a  macro,  you  are  asked  to  enter  a 

name.  There  are  three  ways  to  name  a  macro: 

•  Type  1  to  15  characters,  then  click  on  OK. 

The  characters  can  be  letters,  numbers,  or  periods. 
The  first  character,  however,  must  be  a  letter. 

•  Hold  down  the  Apple  or  Option  key,  then  press  a 
letter. 

Regardless  of  whether  you  held  down  the  Apple  or 
Option  key,  the  macro  is  named  Macro  plus  the  letter 
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Starting  a  Macro 


Spelltt...  48 
Thesourus...  (tl 


Hocro  Def  ine. . . 

lianniBiBiim 

Insert  Oete 
Dote  Foriot, . . 


Colors... 
Cleon  Screen 


Stopping  a  Macro 


typed.  For  example,  MACROX  is  shown  on  the  File 
Management  screen  if  you  held  down  the  Apple  or 
Option  key,  then  pressed  "x." 

•    Click  on  OK  without  typing  a  name. 

Clicking  on  OK  without  typing  a  name  creates  a 
macro  named  WP.MAC.TMP.  The  macro  is  a 
temporary  macro  which  is  erased  when  you  exit 
WordPerfect.  Only  one  of  these  macros  may  be 
defined  each  time  you  are  in  WordPerfect. 

Once  you  have  created  a  macro,  you  are  ready  to 
execute  it.  If  you  named  the  macro  with  the  Apple  or 
Option  key  and  a  letter, 

1  Hold  down  the  Apple  or  Option  key. 

2  Press  the  letter. 

If  you  defined  the  macro  one  of  the  other  two  ways, 
follow  these  steps. 

1  Choose  Macro  Execute  from  the  Special  menu. 

2  Type  the  name  of  the  macro,  then  click  on  OK. 

If  you  entered  characters  for  the  macro  name,  type  the 
characters,  then  click  on  OK.  If  you  clicked  on  OK 
without  entering  a  name,  click  on  OK  without 
entering  a  name. 

If  the  macro  is  not  performed,  then  you  did  not  enter 
the  macro  name  correctly,  or  the  macro  file  has  been 
deleted. 

If  the  macro  is  not  on  the  volume  pointed  to  by  prefix 
4/  and  you  saved  the  macro  pathname,  you  will  be 
asked  to  insert  the  volume  and  click  on  OK. 

Press  the  Clear  or  Esc  key  to  stop  a  macro  while  it  is 
running. 
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Repeating  a  Macro 


STARTMAC 


You  can  use  Repeat  Count  on  the  Help  feature  to 
repeat  a  macro  a  specific  number  of  times  (see  Repeat 
Count  in  tiiis  section). 

The  first  time  you  start  WordPerfect,  a  macro  named 
STARTMAC  is  executed.  STARTIVIAC  retrieves  a 
copy  of  a  file  named  READ.ME  to  your  screen. 

You  can  redefine  STARTMAC  to  make  it  perform  a 
task  of  your  choice  each  time  you  start  the  program, 
or  you  can  decide  not  to  execute  STARTMAC  at  all 
(see  Defaults  in  this  section). 
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Macros,  Chaining 


WordPerfect  lets  you  chain  two  or  more  macros 
together.  When  one  macro  finishes,  the  next  macro 
automatically  starts. 

There  are  three  basic  types  of  chains: 

•  Simple. 

•  Repeating. 

•  Conditional. 

Each  type  of  chain  is  described  below.  However,  the 
best  way  to  understand  chaining  macros  is  to  work 
through  the  Lessons  (see  Lessons  11-15  in  the 
Learning  section). 

Simple  Chains  A  simple  chain  lets  you  link  macros  together  so  that 

they  are  done  one  after  the  other.  For  example, 
suppose  you  want  to  chain  a  macro  A  to  a  macro  B. 

1  Choose  Macro  Define  from  the  Special  menu  to 
begin  defining  macro  A. 

2  Type  a  for  the  macro  name,  then  click  on  OK. 

3  Define  macro  A. 

4  Choose  Macro  Execute  from  the  Special  menu  to 
start  macro  B. 


5  Type  b  for  the  macro  name,  then  click  on  OK. 

WordPerfect  does  not  start  macro  B  at  this  point; 
only  when  you  actually  run  macro  A  does  Word- 
Perfect start  macro  B. 

6  Choose  Macro  Define  from  the  Special  menu  to 
end  defining  macro  A. 
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7  If  you  have  not  already  done  so,  define  macro  B. 

When  you  start  macro  A,  WordPerfect  runs  through 
all  the  mouse  commands  or  keystrokes  in  that  macro 
before  starting  macro  B. 

I 

If  you  are  using  a  macro  that  includes  the  Search 
feature,  the  macro  automatically  ends  when  the 
search  string  is  not  found. 

You  can  expand  a  simple  chain  to  include  several 
macros  by  continuing  to  start  one  macro  while 
recording  another.  This  takes  some  careful  planning 
to  make  sure  the  macros  are  chained  in  the  correct 
order.  Start  macro  B  while  recording  macro  A,  start 
macro  C  while  recording  macro  B,  etc. 

Repeating  Chains  When  the  Search  feature  is  part  of  the  macro,  you  can 

chain  the  macro  to  itself.  This  is  called  a  repeating 
chain. 

1  Choose  Macro  Define  from  the  Special  menu  to 

begin  defining  macro  A.  ) 

2  Type  a  for  the  macro  name,  then  click  on  OK. 

3  Define  macro  A  (include  Search). 

4  Choose  Macro  Execute  from  the  Special  menu  to 
start  macro  A. 

5  Type  a  for  the  macro  name,  then  click  on  OK. 

6  Choose  Macro  Define  from  the  Special  menu  to 
end  defining  macro  A. 

The  macro  is  repeated  over  and  over  again  until  the 
Search  results  in  a  "*  Not  Found  *". 

I 
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Instead  of  using  a  repeating  chain,  you  can  use  the 
Repeat  Count  feature  to  invoke  a  macro  a  specific 
number  of  times  (see  Repeat  Count  in  this  section). 

Conditional  Cliains        Use  a  conditional  chain  when  you  want  a  macro  to 
^  make  a  decision.  This  is  done  by  starting  two  other 

macros  while  defining  a  Search  macro. 

1  Name  the  Search  macro. 

2  Start  a  Not  Found  macro. 

3  Define  the  Search  macro  (include  a  Search). 

4  Start  a  Found  macro. 

5  End  the  Search  macro. 

When  you  start  the  Search  macro,  it  will  chain  to 
either  the  Found  or  Not  Found  macro,  depending 
upon  the  success  or  failure  of  the  search.  If  the  search 
succeeds,  then  the  Found  macro  is  executed;  if  the 
I  search  fails,  then  the  Not  Found  macro  is  executed. 

You  can  also  create  a  conditional  chain  that  repeats 
itself  until  the  search  results  in  a  "*  Not  Found  *", 
then  chains  to  another  macro. 

1  Name  the  Search  macro. 

2  Start  a  Not  Found  macro. 

3  Define  the  Search  macro  (include  a  Search). 

4  Start  the  Search  macro. 

5  End  the  Search  macro. 

You  can  chain  other  macros  to  the  Found  and  Not 
Found  macros  to  expand  the  conditional  chain. 

j 
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Mailing  Labels  and  Envelopes 


The  Merge  feature  provides  a  perfect  way  to  address 
mailing  labels  and  envelopes  by  separating  the  names 
and  addresses  from  the  rest  of  the  fields  in  a 
secondary  file.  These  names  and  addresses  are 
merged  into  a  new  file,  and  this  file  can  be  formatted 
for  labels  or  envelopes. 

Set  up  the  primary  file  to  retrieve  the  names  and 
addresses  from  the  secondary  file  (i.e.,  ^Fl^,  ^F2^). 
Run  the  merge  and  save  the  new  file  under  a  different 
filename.  This  gives  you  a  file  that  can  be  formatted 
to  print  single- width  labels. 

Use  the  following  examples  as  a  guide  to  set  the 
format  for  your  labels  or  envelopes. 

This  works  with  continuous-form  labels  only.  It  will 
not  work  with  hand-fed  forms. 

Single-Width  Labels       The  example  and  settings  below  show  the  format  for 

2"  X  4"  labels: 


o 

/■ 

o 

o 

Mr.  Jeff  Richards 
58090  Bonnie  View  Court 

o 

o 

Flatwood,   Utah  84999 

o 

o 

V 

o 

/ 

o 

Mr.  John  Elliot 

o 

o 

1100  North  State  Street 

o 

Flatwood,   Utah  84999 

o 

V 

/ 

o 

) 
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Margins  =  5  left  and  35  right 

Page  Lengtli 

Form  Lengtii  =12  lines 

Text  Lines  =  9  (6  Ipi) 

The  page  length  is  determined  by  measuring  from  the 
top  of  one  label  to  the  top  of  the  next. 

Top  Margin  =  6  (half-lines) 

When  you  set  a  top  margin,  the  printer  advances 
each  label  by  that  many  lines  before  printing. 

Feed  the  labels  into  the  printer  so  that  the  top  of  the 
first  label  is  even  with  the  print  head. 

Envelopes  The  example  and  settings  below  show  the  format  for 

hand-feeding  a  9"  x  4"  legal-sized  envelope: 
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Margins  -  40  left  and  80  right 
Top  Margin  =  0  (half-lines) 

Roll  the  envelope  to  the  line  where  you  want  to  begin 
printing.  Some  printers  have  envelope  feeders  that 
use  the  same  format  as  labels. 

Your  printer  should  be  set  for  Hand-Fed  forms  (see 
Forms  in  this  section  for  instructions). 


Margin  Release,  Left 


illignoient  Character.. 

it 

Toh  Set,.. 

Tob.  Extended... 

Kargitis... 

m 

SpDBing...  : 

HyplieRQEioit 

HHPlienQtiflii  Zone.„ 

Center 

« 

Flusfj  Right 

4F 

Tab  Align 

Indent,  left 

SO 

Indent,  leEt/Riafit 

i 

Horsie  Mean,  Left 

) 


The  Margin  Release,  Left  feature  will  move  the  cursor 
one  tab  stop  to  the  left  each  time  you  press  it — even 
beyond  the  left  margin.  This  is  not  a  cursor  key;  it  is 
a  feature  which  inserts  a  code  into  your  document 
each  time  it  is  pressed. 

1   Choose  Margin  Release,  Left  from  the  Line  menu 
to  move  the  cursor  one  tab  stop  to  the  left. 

Selecting  this  feature  in  the  middle  of  a  text  line  may 
cause  some  text  to  disappear  from  your  screen. 

When  the  cursor  reaches  the  left-most  tab  stop,  the 
Margin  Release,  Left  feature  no  longer  works. 
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Hanging  Paragraph        When  you  want  the  first  line  of  a  paragraph  to  begin 

at  the  left  margin  while  the  remaining  lines  are 
indented,  follow  these  steps: 


1  Choose  Indent,  Left  from  the  Line  menu  to  begin 
indenting  at  the  next  tab  stop. 

2  Choose  Margin  Release,  Left  from  the  Line  menu 
to  move  the  first  line  of  the  paragraph  one  tab  stop 
to  the  left. 

3  Type  the  text  of  the  paragraph. 

The  first  line  of  text  begins  at  the  left  margin  while 
the  remaining  lines  are  indented. 

4  Press  Return  to  end  indenting. 


) 


i 
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I  Margins 


filiginent  EhDrGetfir...6(l 
lob  Set... 


H»iiii...      b  M 


Hsphenotion 
liHPhenation  Zone... 

Center 

« 

n«sh  Hisht 

toll  Dliqn 

Indent,  left 

« 

Indent,  Left/Biiht 

Horsin  Beleose,  left 

The  Margins  feature  lets  you  set  new  left  and  right 
margins.  Margins  may  be  set  to  any  value  between  0 
and  250. 

1  Choose  Margins  from  the  Line  menu. 
The  current  margins  are  displayed. 

2  Type  the  desired  left  margin. 

3  Press  Tab  to  move  the  cursor  to  the  "Right"  box. 

4  Type  the  desired  right  margin,  then  click  on  OK. 

The  margins  are  changed  to  the  new  settings  from  that 
point  forward  in  your  document. 

If  your  cursor  is  not  at  the  left  margin  when  setting 
margins,  a  Hard  Return  [HRt]  is  inserted  before  the 
setting. 

You  should  adjust  the  margins  when  using  different 
fonts  and  pitch.  For  example,  when  using  10  pitch, 
you  should  set  the  margins  at  10  and  74  for  1-inch 
margins;  for  12  pitch,  set  the  margins  to  12  and  89. 
You  may  need  to  change  the  tab  settings  when  you 
change  margins. 

When  you  want  to  check  the  current  margin  setting  in 
your  document,  choose  the  Margins  feature  (see  the 
steps  above). 

If  you  want  to  make  your  new  margin  settings 
permanent,  see  Defaults  in  this  section. 
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Merge 


Stellsr... 

as 

4T 
■ 

Hacro  Define.. 

Hacre  txeciite. 

Insert  Dite 

Date  Format... 

Colors.,. 

Cleon  Sereen 

Primary  File 


This  feature  is  sometimes  referred  to  as  mail-merg  e 
because  it  is  commonly  used  to  mass-produce 
personalized  form  letters  and  mailing  labels. 

WordPerfect's  Merge  feature  can  be  used  for  this 
purpose  and  much  more.  Contracts  and  boilerplates, 
phone  lists,  and  memos  are  just  a  few  of  the  docu- 
ments that  WordPerfect  helps  people  create  every  day. 

Every  merge  requires  a  primary  file.  This  file  directs 
the  merge,  calling  for  a  name  here,  an  address  there,  a 
date  somewhere  else,  and  even  a  selected  paragraph  in 
the  middle.  Text  may  come  from  secondary  merge 
files,  the  keyboard,  or  document  files. 

A  primary  file  contains  text  and  merge  commands. 
The  text  and  format  can  be  whatever  you  want,  while 
merge  commands  must  be  chosen  and  inserted  with 
care.  WordPerfect  gives  you  14  different  merge 
commands  to  automate  your  most  demanding 
applications. 

See  Merge  Codes  in  this  section  for  details  on  the 
merge  commands. 
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Secondary  Files  Sometimes  called  an  address  file,  the  secondary 

merge  file  may  contain  many  records.  The  number  of 
records  in  a  secondary  file  is  limited  only  by  the  space 
in  the  volume,  and  each  record  can  contain  as  much 
information  as  you  like.  Records  are  separated  by 
^E's  (^E  End  of  Record). 
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The  information  in  each  record  is  divided  into  fields. 
One  field  may  contain  a  name,  another  a  company 
name,  and  another  an  address.  It  is  these  fields  that 
are  merged  into  a  primary  file.  During  a  merge,  only 
those  fields  that  have  been  requested  are  merged  into 
the  primary  file.  Fields  are  numbered  from  top  to 
bottom  within  each  record  and  are  separated  by  ^R's 
(^R  End  of  Field). 

While  there  is  no  limit  to  the  number  of  fields  allowed 
in  a  record,  each  field  must  contain  the  same  category 
of  information  or  remain  empty.  Therefore,  if  field  3 
of  one  record  contains  a  phone  number,  then  field  3  of 
every  other  record  in  that  file  must  contain  a  phone 
number — or  nothing  at  all. 

Never  separate  fields  or  records  with  an  extra  Hard 
Return  or  insert  spaces  between  the  last  word  in  a 
field  and     or  ^R. 

You  do  not  have  to  keep  the  same  number  of  lines  or 
words  within  each  field.  For  example,  you  might 
have  two  address  lines  in  field  3  of  one  record  and 
five  address  lines  in  field  3  of  another  record. 

Since  secondary  files  can  grow  to  include  many 
thousands  of  records,  we  recommend  that  you 
consider  the  categories  and  methods  for  breaking  that 
information  down  into  fields.  For  example,  if  the  city, 
state,  and  zip  code  are  in  the  same  field,  it  is 
impossible  to  merge  anything  but  the  whole  field 
(city,  state,  and  zip  code)  into  a  primary  file.  This 
problem  is  remedied  by  breaking  the  information 
down  into  smaller  categories  (i.e.,  the  city  in  one 
field,  the  state  and  zip  code  in  another). 

Keyboard  A  primary  or  secondary  file  can  merge  with 

information  from  the  keyboard.  The  merge  pauses  at 
a  preselected  place,  letting  you  type  whatever  you 
please. 
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See  Lesson  17  in  the  Learning  section  for  details  on 
merging  with  the  keyboard. 

Executing  a  Merge         To  execute  a  merge; 

1  Choose  Merge  from  the  Special  menu. 

2  Click  on  X  Execute. 

3  Type  the  name  of  the  primary  file,  then  click  on 
OK. 

4  Type  the  name  of  the  secondary  file,  then  click  on 
OK. 

Applications  WordPerfect's  Merge  feature  is  continually  being 

adapted  to  meet  an  endless  variety  of  personal  and 
corporate  needs.  The  following  are  some  commonly 
used  merge  applications: 

Boilerplates  are  assembled  from  various  sources.  By 
using  the  Merge  feature,  you  can  have  WordPerfect 
help  you  automatically  build  a  document,  such  as  a 
contract,  from  one  or  more  files,  the  keyboard,  and/or 
a  secondary  file. 

See  Lesson  22  in  the  Learning  section  for  details  on 
building  a  boilerplate  contract. 

Document  assembly  with  the  Merge  feature  involves 
assembling  a  document  (such  as  a  contract)  from 
several  paragraphs  (each  in  a  separate  file).  The 
Merge  feature  even  lets  you  select  the  paragraphs  as 
you  go. 

See  Lesson  21  in  the  Learning  section  for  details  on 
document  assembly. 
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Forms  fill-in  with  the  Merge  feature  can  help  you  fill 
in  pre-printed  forms  with  information  coming  from 
the  keyboard,  primary  files,  and/or  secondary  files. 

See  Forms  Fill-in  in  this  section  for  details. 

Macros  and  merges  used  together  can  prevent  you 
from  repeatedly  having  to  enter  the  names  of  primary 
and  secondary  files.  All  you  enter  is  the  name  of  the 
macro.  You  can  also  use  merge  codes  to  start  a  macro 
when  the  merge  ends  which  in  turn  starts  a  merge 
which  in  turn  starts  a  macro,  ad  infinitum. 

See  Lesson  18  in  the  Learning  section  for  details  on 
starting  a  merge  with  a  macro. 

Mailing  labels  and/or  envelopes  are  printed  by  using 
names  and  addresses  from  a  secondary  file. 

See  Mailing  Labels  and  Envelopes  in  this  section  for 
details. 

Merge  to  the  printer  lets  you  merge  a  large  number 
of  letters  to  the  printer  when  you  do  not  have  time  to 
sit  and  watch.  Many  large  companies  do  merges  and 
printings  (1  to  25  thousand)  at  night,  using  high-speed 
printers. 

See  Lesson  19  in  the  Learning  section  for  details  on 
merging  to  the  printer. 

Reports  and  lists  can  be  generated  by  customizing 
the  merge  with  merge  commands  such  as      and  '^P. 

See  Lesson  20  in  the  Learning  section  for  details  on 
using  ^  and     to  create  a  customized  list. 


Merge  Codes 


Several  merge  codes  are  available  for  use  in  primary 
(or  sometimes  secondary)  files.  See  Lessons  16-22  in 
the  Learning  section  for  details  on  using  the  codes  for 
various  tasks. 

Glossary  You  should  become  familiar  with  the  following  merge 

codes  and  their  functions: 

'^C  Console  temporarily  pauses  the  merge  in  a 
primary  or  secondary  file,  allowing  for  text  to  be 
entered  from  the  keyboard.  Choose  Merge  from  the 
Special  menu,  then  cHck  on  '^R  End  of  Field  to 
continue  the  merge. 

'^D  Date  inserts  the  current  date  (if  the  Apple  lias's 
built-in  clock  has  been  set). 

'^E  End  of  Record  marks  the  end  of  a  record  in  a 
secondary  file.  Choose  Merge  from  the  Special 
^  menu,  then  cUck  on  '^E  End  of  Record  to  stop  a 

merge. 

'^F  Field  Number  merges  the  text  from  field  ti 
(Where  /j  =  1,  2,  3,  etc.)  into  the  document  being 
created. 

'^G  Chain  to  Macro  at  the  beginning  and  end  of  a 
macro  name  (^Gmacroname^G)  starts  the  macro  at 
the  end  of  a  merge. 

'^N  Next  Record  looks  for  the  next  record  in  the 
secondary  file.  If  it  does  not  find  the  next  record,  it 
ends  the  merge. 

'^O  Message  at  the  beginning  and  end  of  a  message 
(^Omessage^O)  displays  the  message  on  the  status 
)  line  and  is  generally  used  with  ^C. 
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'^P  Primary  File  at  the  beginning  and  end  of  a 
filename  (^Pfilename^P)  inserts  tiie  named  file.  If  no 
filename  is  specified,  the  current  primary  file  is  used 
again. 

'^Q  Quit  stops  the  merge.  It  may  be  placed  in  a 
primary  or  secondary  file. 

End  of  Field  marks  the  end  of  a  field  in  a 
secondary  file.  It  also  continues  a  merge  that  has 
stopped  at  ^C. 

Secondary  File  at  the  beginning  and  end  of  a 
filename  {^Sfilename^S)  changes  to  the  named 
secondary  file. 

'^T  To  Printer  sends  all  text  that  has  been  merged  to 
the  point  of     to  the  printer 

'^U  Update  Screen  rewrites  the  screen. 

'^V  Transfer  lets  you  transfer  merge  codes  into  the 
document  being  created. 

The  following  are  examples  of  merge  codes  used 
correctly: 

'^OEnter  applicant's  name'^O'^C  The  message 
"Enter  applicant's  name"  appears  on  the  status  line, 
and  the  merge  pauses  so  that  you  may  enter  the  name 
of  the  applicant.  The  name  will  be  placed  in  the  text 
at  the  position  of  the  first  ^O. 

ApA(;;;Ap        merge  pauses  so  that  you  can  enter  the 
name  of  a  primary  file.  The  primary  file  text  will 
begin  at  the  position  of  the  first  ^P. 


'^Slist'^C'^S  The  merge  pauses  so  that  you  can  enter 
the  name  of  a  secondary  file.  In  this  case  the 
secondary  filename  must  begin  with  the  letters  list. 
This  is  allowed  so  you  can  have  secondary  files 
named  listl,  list2,  listS,  etc.  and  will  only  need  to  type 
one  number  to  change  to  the  correct  list. 

'^G'^Cgo'^G  The  merge  pauses  so  that  you  can 
specify  a  macro.  In  this  example,  the  name  of  the 
macro  must  end  with  the  letters  go. 
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Move 


cm 

Eofii 

tmt 
Append 


iBpeouer 
Cose  Convert., 


tm  Codes 
Retffite  Screen 
EhoH  CUpboord 


The  Move  features  let  you  cut  or  copy,  then  retrieve  a 
sentence,  paragraph,  or  page  of  text. 

1  Move  the  cursor  into  the  text. 

2  Choose  Move  Page,  Move  Paragraph,  or  Move 
Sentence  from  the  Edit  menu. 

The  selected  text  is  highlighted  on  the  screen. 

3  Cliclc  on  Cut  to  cut  the  text,  or  clicic  on  Copy  to 
copy  the  text. 

Cut  removes  and  saves  the  text,  while  Copy  saves 
and  leaves  the  text  on  your  screen.  The  cut  or  copied 
text  is  saved  on  the  Clipboard  M'here  it  remains  until 
you  cut  or  copy  again  or  exit  WordPerfect. 

4  Move  the  cursor  to  where  you  want  the  text 
retrieved. 

5  Choose  Paste  from  the  Edit  menu  to  retrieve  the 
text  to  the  cursor  position. 
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New 


The  New  feature  lets  you  create  document  windows 
for  editing  multiple  documents. 

1   Choose  New  from  the  File  menu  to  create  a  new 
window. 

The  number  next  to  "Doc"  on  the  status  line  indicates 
M'hich  window  you  are  in. 

You  can  retrieve  a  document  into  the  new  window  or 
create  a  new  document.  Use  the  Switch  Documents 
feature  to  move  between  windows  (see  Switch 
Documents  in  this  section  for  more  details). 

To  open  a  new  document  window  and  have 
WordPerfect  prompt  you  for  a  file  to  be  retrieved, 
choose  Open  from  the  File  menu  (see  Open  in  this 
section). 
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New  Page 
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Automatic  Page  Break 


The  New  Page  feature  inserts  a  hard  page  break  at  the 
cursor. 

1  Move  the  cursor  to  where  you  want  the  new  page 
to  start. 

2  Choose  New  Page  from  the  Page  menu  to  insert  a 
hard  page  break. 

To  remove  a  hard  page  break,  use  Delete. 

1  Move  the  cursor  to  just  after  the  page  break  hne. 

2  Press  Delete  to  delete  the  hard  page  break. 

In  addition  to  dividing  pages,  you  can  also  use  New 
Page  to  protect  a  Header/Footer  code  or  lines  of  text 
(see  Headers  and  Footers  in  this  section). 

WordPerfect  automatically  inserts  a  page  break  when 
the  preset  number  of  text  lines  is  reached.  If  you  have 
headers,  footers,  footnotes,  or  page  numbering, 
WordPerfect  subtracts  the  appropriate  number  of  text 
lines.  A  soft  page  break  may  be  moved  by  changing 
the  number  of  text  lines  (see  Page  Length  in  this 
section). 
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Number  Lock 


WordPerfect  presets  the  Number  Pad  on  the  right  hand 
side  of  your  keyboard  for  cursor  control  functions. 
You  can  use  the  Number  Lock  feature  to  restore  the 
number  and  numerical  function  keys  on  the  Number 
Pad. 

1   Choose  Number  Lock  from  the  Help  feature  to 
restore  the  numbers  and  numerical  function  keys 
on  the  Number  Pad. 

Since  Number  Lock  can  only  be  accessed  on  the  Help 
feature,  you  may  want  to  use  a  Keyboard  Equivalent. 

When  Number  Lock  is  on,  an  "N"  appears  on  the 
status  line.  The  number  and  numerical  function  keys 
will  remain  active  until  you  exit  WordPerfect  or  until 
you  turn  the  Number  Lock  feature  off. 

To  turn  the  Number  Lock  feature  off,  choose  Number 
Lock  again.  The  number  and  numerical  function  keys 
will  be  replaced  with  the  preset  cursor  control 
functions  (see  Cursor  Movement  in  this  section  for 
details  on  the  Number  Pad  cursor  functions). 
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WordPerfect's  Open  feature  opens  a  new  document 
window  and  prompts  you  to  retrieve  a  file. 

1  Clioose  Open  from  the  File  menu. 

2  Type  a  filename,  then  click  on  OK  to  retrieve  the 
file  into  the  window. 

The  new  document  number  appears  next  to  "Doc"  on 
the  status  line. 
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Overstrike 


IfnderUne 
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The  Overstrike  feature  lets  you  print  two  characters  in 
the  same  position.  This  is  especially  useful  for 
combining  characters  on  your  keyboard  to  create 
foreign  characters  and  chemical  symbols. 

1   Type  the  first  character. 


2  Choose  Overstrike  from  the  Style  menu  to  move 
the  cursor  back  one  character. 


3  Type  the  second  character  over  the  first. 

While  only  the  second  character  appears  on  your 
screen,  both  characters  are  printed  when  your 
document  is  sent  to  the  printer. 


) 
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Page  Length 


1^  ,    Using  the  Page  Length  feature,  you  can  set  various 

page  lengths  for  your  documents.  You  can  also  set 
the  number  of  single-spaced  text  lines  to  be  printed  on 
the  page. 

The  page  break  on  your  screen  shows  you  the 
number  of  text  lines  that  will  be  printed  (minus 
headers,  footers,  etc.) — not  the  overall  page  length. 

WordPerfect  is  preset  for  letter  size  (8.5"  x  11")  paper, 
66  lines  long  with  54  lines  of  text.  These  settings 
provide  for  a  1-inch  (6-line)  top  and  bottom  margin. 

To  change  the  initial  settings,  use  the  Page  Length 
feature. 

1  Move  the  cursor  to  the  top  of  the  page  where  you 
want  the  new  setting  to  begin. 

2  Choose  Page  Length  from  the  Page  menu.  ' 

3  Click  on  the  "Letter  Size,"  "Legal  Size,"  or 
"Other"  buttons. 

If  you  click  on  "Other,"  type  new  settings  for  the 
Form  Length  (always  measured  in  6  lines  per  inch) 
and  the  number  of  single-spaced  text  lines. 

4  Click  on  OK  to  confirm  the  settings  and  return  to 
the  document. 

You  can  change  the  page  length  as  many  times  as  you 
want  in  a  document.  Page  length  changes  remain  in 
effect  from  the  cursor  forward  until  you  make  another 
page  length  change  or  until  you  exit  your  document. 

) 
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When  entering  the  number  of  text  hnes  after  selecting 
"Other,"  be  sure  to  leave  room  for  a  top  and  bottom 
margin.  For  example,  with  a  setting  of  8  lines  per 
inch  and  a  desired  1-inch  top  and  bottom  margin,  you 
would  set  the  page  length  at  66  (6  lines  per  inch  x  11 
inches)  and  the  number  of  text  lines  at  72  (8  lines  per 
inch  X  9  inches). 

Headers,  footnotes,  one  line  of  footer  text,  and  page 
numbers  are  included  in  the  number  of  text  lines. 

If  you  want  to  make  your  page  length  changes 
permanent,  see  Defaults  in  this  section. 


1  Page  Number 
Column  Position 


The  Page  Number  Column  Position  feature  lets  you 
define  the  column  positions  for  the  Page  Number 
Position  feature. 


1  Move  the  cursor  to  the  beginning  of  the  document 
or  page. 

2  Choose  Page  #  Column  Position  from  the  Page 
menu. 

3  Click  on  the  "Initial  Settings"  button  to  accept  the 
initial  settings,  or  click  on  the  "Other"  button  to 
create  your  own. 

If  you  choose  "Other,"  type  column  positions  for  the 
Left  Corner,  Center,  and  Right  Corner. 

4  Click  on  OK  to  confirm  the  settings  and  return  to 
your  document. 

The  new  settings  must  come  before  you  choose  the 
Page  Number  Position  in  your  document.  The 
positions  are  always  entered  in  10  pitch. 

If  you  want  to  make  your  Page  Number  Column 
Position  settings  peimanent,  see  Defaults  in  this 
section. 


) 
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.  Page  Numbering 


You  can  automatically  number  your  pages  by  using 
the  Page  Number  Position  feature.  If  you  want  to 
start  page  numbering  with  a  number  other  than  1 ,  use 
the  New  Page  Number  feature  (see  New  Page  Number 
below). 


Page  Number  Position 


With  the  Page  Number  Position  feature,  you  can 
indicate  wheiie  you  want  a  page  number  to  appear 
when  your  document  is  printed. 


HeM  Pagg 


Fogs  Hiiibir  Position... 


He*  foil  HiBier...  : 
Center  Page 
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Eonditionol  End  of  Poge.. 
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Move  the  cursor  to  the  beginning  of  the  document 
or  page. 

Choose  Page  Number  Position  from  the  Page 
menu. 

Click  on  the  button  corresponding  to  the 
numbering  option  of  your  choice. 


Click  on  OK  to  confirm  your  selection  and  return 
to  the  document. 


There  are  nine  options  on  the  Page  Number  Position 
menu: 


No  page  numbers. 
Top  left  of  every  page. 
Top  center  of  every  page. 
Top  right  of  every  page. 
Top  alternating  left  and  right. 
Bottom  left  of  every  page. 
Bottom  center  of  every  page. 
Bottom  right  of  every  page. 
Bottom  alternating  left  and  right. 
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Page  numbers  are  preset  to  print  at  position  10  for  the 
left  corner,  42  for  the  center,  and  74  for  the  right 
corner 

See  Page  Number  Column  Position  in  this  section  for 
details  on  changing  the  position  numbers. 

WordPerfect  subtracts  two  lines  from  the  number  of 
single-spaced  text  lines — one  for  the  page  number 
and  one  to  separate  it  from  the  body  of  the  text.  Page 
numbers  do  not  appear  on  the  screen,  but  are  printed 
at  tlie  selected  position. 

If  you  want  to  make  your  page  number  position 
settings  permanent,  see  Defaults  in  this  section. 

Merge  '^N  Next  When  you  want  to  include  text  with  the  page  number 

Record  or  have  the  current  page  number  appear  anywhere  on 

the  page,  use      Next  Record. 

For  example,  in  a  header  or  footer,  you  can  combine 
page  numbers  with  the  text. 

1  iVIove  the  cursor  in  the  header  or  footer  text  to  the 
position  where  you  want  page  numbers. 

2  Choose  Merge  from  the  Special  menu,  then  click 
on  '^N  Next  Record  to  insert      into  the  text. 

3  Choose  Close  from  the  File  menu  to  exit  the 
header  or  footer 

If  you  select  a  page  number  position  atul  ask  for  page 
numbering  within  a  footer,  two  page  numbers  will 
print  on  the  same  page. 

Outside  of  headers  and  footers,  the      causes  the 
current  page  number  to  be  printed.  You  might  use  this 
on  the  last  page  of  a  document — for  example,  there 
are  ^  pages  in  this  document. 
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New  Page  Number         The  New  Page  Number  option  lets  you  begin  page 

numbering  with  any  number  on  any  page.  This  is 
especially  useful  when  printing  a  document  that  is 
saved  in  two  or  more  files. 

1  Move  the  cursor  to  the  top  of  the  page  you  want  to 
renumber. 

2  Choose  New  Page  Number  from  the  Page  menu. 

3  Type  the  new  page  number,  then  click  on  OK. 

When  you  change  a  page  number,  the  new  number  is 
displayed  on  the  status  line  and  subsequent  pages  are 
renumbered  consecutively. 
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Pathname 


A  pathname  describes  the  route  to  a  file.  You  use 
either  complete  or  partial  pathnames  to  save  and 
retrieve  files. 

Complete  Pathname       A  complete  pathname  always  begins  with  a  prefix 

number,  a  prefix  character,  or  a  slash  (/).  When 
entering  a  complete  pathname,  you  must  first  specify 
the  name  of  the  diskette  (volume),  then  the  name  of 
the  file  in  the  following  format: 

/diskette  (volume)/filename 

or 

/diskette  (volume)/directory/filename 

Names  of  diskettes  (volumes),  directories,  and 
filenames  must  always  be  separated  by  slashes. 

Partial  Pathname  Unlike  the  complete  pathname,  the  partial  pathname 

does  not  require  a  slash  (/)  at  the  beginning.  A  partial 
pathname  will  let  ProDOS  know  that  it  needs  to  use 
the  default  prefix  in  front  of  the  partial  pathname.  For 
example,  if  you  type  a  filename  only,  ProDOS  will 
use  the  diskette  (volume)  that  is  on  the  default  prefix. 

This  use  of  a  partial  pathname  is  essential  to  know 
when  saving  or  retrieving.  When  WordPerfect  is 
started,  the  default  prefix  is  set  to  the  same  prefix  as 
the  system  prefix  {II).  To  save  a  file  to  or  retrieve  a 
file  from  another  location,  you  must  do  one  of  three 
things: 

•  Enter  the  complete  pathname. 

•  Change  the  default  prefix  to  the  diskette  (volume) 
you  want  to  save  to  or  retrieve  from. 
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»  Enter  the  prefix  number  of  the  diskette  (volume) 
you  want  to  save  to  or  retrieve  from,  a  slash,  and 
the  filename. 

See  Prefix  in  this  section  for  details  on  changing 
prefixes. 
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Pitch  refers  to  the  number  of  characters  that  are 
printed  per  inch  and  is  shown  only  on  your  printer. 
WordPerfect  has  been  preset  for  10  pitch,  but  you  may 
use  any  pitch  setting.  Some  printers,  however,  do  not 
support  pitch  changes. 

1  Choose  Font  and  Pitch  from  the  Style  menu  to 
display  the  Pitch/Font  dialogue. 

2  Press  Tab  to  move  the  cursor  to  the  "Pitch"  box. 

3  Type  the  new  setting,  then  click  on  OK. 

Click  on  the  "Proportional"  box  to  turn  on  propor- 
tional spacing  (see  Proportional  Spacing  in  this 
section). 

When  you  change  the  pitch,  you  may  also  need  to 
change  the  font  number.  You  should  always  change 
the  margins  when  you  change  the  pitch. 

Pitch  settings  remain  in  effect  from  the  cursor  forward 
until  another  pitch  setting  is  entered  or  until  you  exit 
WordPerfect. 


If  you  wish  to  make  your  pitch  setting  permanent,  see 
Defaults  in  this  section. 


Prefix 


A  prefix  is  the  first  part  of  a  pathname.  It  includes  at 
least  the  name  of  a  diskette  (volume)  and  sometimes 
the  name  of  a  directory.  Prefixes  are  used  as  shortcuts 
when  using  ProDOS. 

What  you  enter  in  response  to  any  Pathname,  Save,  or 
Retrieve  prompt  determines  which  prefix  is  used.  As 
a  general  rule,  the  default  prefix  is  used  when  the  first 
character  you  enter  is  not  a  slash  (/).  This  is  called  a 
partial  pathname. 

When  you  enter  a  complete  pathname,  the  first 
character  is  a  prefix  number,  prefix  character  or  a 
slash  (/),  and  the  default  prefix  is  not  used  (see 
Pathname  in  this  section). 

WordPerfect  prefixes  may  be  changed  to  any  diskette 
by  using  the  Prefix  option  on  WordPerfect's  File 
Management  feature. 

1  Choose  File  Management  from  the  File  menu. 

2  Click  on  Prefix  to  view  the  Prefix  screen. 

3  Move  the  cursor  to  the  prefix  you  want  to  change. 

4  Click  on  Cliange  Prefix  to  change  the  prefix. 

5  Type  the  new  prefix,  then  click  on  OK. 

6  Click  on  Exit  to  exit  the  Prefix  screen. 


REFERENCE  383 


The  Prefix  Screen  There  are  9  prefixes  on  WordPerfect's  Prefix  screen. 

Three  of  the  prefixes  are  set  and  cannot  be  changed. 
You  can  change  prefixes  0/  and  3/-7/. 


^  File  Edit  Search  Print  Line  Page  Style  Footnote  Special 

Sastem  prefixes :     if  =  Boot  volume        2  =  Sastem  Librors) 
MDefoult           3  =  Virtuah 
1  =  llpplicotion        1)  =  Macros 

if/:  YWORDPEBFECT/ 

2/:  /WORDPERFECT/SVSTEH/LIBS/ 
3/:  /WOIDPERFECT/ 
V:  /WORDPERFECT/ 
5/: 

6/;  : 
V: 

C  CHBROE PREFIX  )     C  LIST  FILES   )     (C      Exit  D 

*/  is  the  boot  prefix.  It  is  the  volume  from  which  you 
booted  the  computer  It  cannot  be  changed.  ) 

0/  is  the  default  prefix  or  the  current  working  location 
for  WordPerfect.  If  you  enter  partial  pathnames,  the 
files  you  enter  will  be  saved  on  this  prefix.  It  is  preset 
to  the  system  prefix,  but  you  can  change  this  prefix. 

1/  is  the  system  prefix.  It  specifies  the  volume  where 
the  WordPerfect  program  originated.  It  cannot  be 
changed. 

2/  is  the  system  library  prefix.  It  specifies  where 
library  files  are  located.  It  cannot  be  changed. 

3/  is  the  work  prefix.  WordPerfect  sends  overflow 

and  temporary  files  to  this  prefix.  This  prefix  is 

automatically  set  to  the  system  prefix  (1/)  and  can 

only  be  changed  by  deleting  your  defaults  (see  Work  ) 

Disk  in  this  section). 
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4/  is  the  macro  prefix.  This  is  where  macros  are 
stored.  It  is  preset  to  the  system  prefix,  but  you  can 
change  this  prefix. 

5/,  6/,  and  II,  are  prefixes  that  you  define.  They  are 
useful  in  storing  documents  on  separate  diskettes 
(volumes)  without  having  to  change  the  default 
prefix.  Once  you  have  defined  these  prefixes,  you  can 
save  a  file  to  or  retrieve  a  file  from  them  by  entering 
the  prefix  #,  a  slash  (/),  and  the  filename. 

For  example,  suppose  you  define  prefix  5/  as  /School. 
You  can  save  a  file  titled  HISTORY.  1  to  the  /School 
diskette  (volume)  by  typing  5/history.l,  then  clicking 
on  OK.  If  WordPerfect  cannot  find  the  /School 
diskette  (volume)  in  any  of  your  drives  or  on  hard 
disk,  it  will  ask  you  to  insert  it  and  click  on  OK. 

Changing  the  prefix  will  change  the  way  some  of 
WordPerfect's  features  work.  Foremost  among  these 
features  are  macros.  Since  macros  are  stored  as  files 
on  prefix  4/,  they  follow  the  same  prefix/pathname 
rules  as  other  files. 

To  change  where  your  macros  are  saved  to  and 
retrieved  from,  set  prefix  4/,  then  use  the  Defaults 
feature  to  save  the  prefixes.  Defaults  will  save 
prefixes  0/,  3/,  and  4/  for  future  use  (see  Defaults  in 
this  section). 
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WordPerfect  lets  you  print  from  the  screen  or  from  the 
File  Management  screen.  From  the  screen,  you  can 
print  an  entire  document,  selected  pages,  or  any  block 
of  text  without  saving  it  in  a  directory.  From  the  File 
Management  screen,  you  can  print  an  entire 
document. 

If  you  print  specific  pages,  one  page,  or  a  block  of 
text  and  have  long  footnotes  on  the  page  or  in  the 
block,  they  will  also  be  printed — even  if  they  take 
several  pages. 

The  Print  feature  lets  you  print  the  entire  document  on 
your  screen. 

1   Choose  Print  from  the  Print  menu  to  print  the 
document. 

The  Page  Print  feature  lets  you  print  the  page  on 
which  the  cursor  lies. 

1   Choose  Page  Print  from  the  Print  menu  to  print 
the  page. 

Use  the  Printer  Control  feature  to  print  selected  pages 
of  your  document. 

1  Choose  Printer  Control  from  the  Print  menu. 

2  Click  on  the  "Print  a  Document"  button. 

3  Type  the  pathname  of  the  document  you  want  to 
print. 

4  Click  on  "All"  to  print  the  entire  document;  click 
on  "Pages"  to  print  selected  pages. 
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Block  of  Text 


File  Management 
Print 


If  you  are  printing  selected  pages,  move  the  cursor  to 
the  "Start"  box  and  type  the  number  of  the  first  page 
you  want  to  print,  then  move  the  cursor  to  the  "End" 
box  and  type  the  number  of  the  last  page  you  want  to 
print. 

For  printing  purposes,  renumbering  is  ignored  when 
a  page  or  pages  are  specified.  The  first  page  is 
always  page  1,  the  second  page  is  page  2,  etc. 

5  Chck  on  OK  to  print. 

6  Cliclc  on  Exit  to  exit  the  Printer  Control  dialogue. 
Using  the  Print  feature,  you  can  print  a  block  of  text. 
1  Block  the  text  you  want  printed. 

2.  Choose  Print  from  the  Print  menu. 

3  Click  on  Yes  to  print  the  highlighted  text. 

4  Click  the  mouse  button  to  turn  off  Block. 

The  Print  option  on  the  File  Management  screen  lets 
you  print  any  file  listed  on  the  directory. 

1  Choose  File  Management  from  the  File  menu. 

2  Move  the  cursor  to  the  file  you  want  printed. 

3  Click  on  Print  to  print  the  file. 

4  Click  on  Exit  to  exit  the  File  Management  screen. 

If  your  printer  does  not  print  or  if  you  are  using  an 
Apple  LaserWriter,  see  Printer  Troubleshooting  in  the 
Appendix. 
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Print  Options,  Select 


You  can  change  the  printer  number,  the  number  of 
copies,  or  the  binding  width  with  Select  Print  Options 
on  the  Printer  Control  dialogue. 

1  Choose  Printer  Control  from  the  Print  menu  to 
display  the  Printer  Control  dialogue. 

2  Click  on  the  "Select  Print  Options"  button. 

3  Move  the  cursor  to  an  option,  then  type  a  new 
setting. 

Clicking  on  the  "Next  Print  Job"  box  makes  the 
changes  ejfective  for  the  next  print  job  only. 
Otherwise,  the  changes  will  remain  in  ejfect  until  you 
exit  WordPerfect. 

4  Click  on  OK  to  confirm  the  setting. 

5  Click  on  Exit  to  exit  the  Printer  Control  dialogue. 

If  you  wish  to  make  your  settings  permanent,  see 
Defaults  in  this  section. 

Following  are  descriptions  for  each  option  which 
appears  on  the  Select  Print  Options  dialogue. 

Printer  Number  Type  the  number  of  the  printer  to  which  you  want  the 

document  on  your  screen  sent,  then  click  on  OK. 

Number  of  Copies  Type  the  number  of  copies  of  the  document  or  page 

you  want  printed,  then  click  on  OK. 

Binding  Width  Type  the  binding  width  (space  text  will  be  shifted  to 

the  right  on  odd-numbered  pages  and  to  the  left  on 
even-numbered  pages  for  binding  on  two-sided 
copies)  in  tenths  of  an  inch,  then  click  on  OK. 
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Print  to  Disk 


WordPerfect  lets  you  save  a  file  to  your  disk  in  a 
printer  or  text  format.  The  file  is  stored  as  an  ASCII 
text  file.  However,  it  contains  all  the  characters  and 
codes  which  ordinarily  would  be  sent  to  the  printer 
you  select. 

1  Choose  Printer  Control  from  the  Print  menu  to 
display  the  Printer  Control  dialogue. 

2  Click  on  the  "Select  Printers"  button  to  display  the 
Printer  Selection  dialogue. 

3  Click  on  the  printer  definition  you  want  to  define 
for  disk  file  output. 

4  Click  on  the  correct  printer  card  definition. 

5  Move  the  cursor  to  the  "Slot"  box,  then  type  0  for 
the  slot  number 

) 

Entering  0  means  that  you  want  to  print  to  disk. 

6  Click  on  the  button  corresponding  to  the  type  of 
forms. 

7  Click  on  OK  until  you  return  to  the  Printer  Control 
dialogue,  then  click  on  Exit  to  exit  the  Printer 
Control  dialogue. 

8  Choose  Print  from  the  Print  menu  to  print  the  file. 

The  file  will  be  saved  as  "WP.TXT."  If  you  would  like 
to  save  more  than  one  file  to  disk,  rename  each  after 
saving  or  the  second  file  will  write  over  the  first  one. 

The  printer  you  selected  will  keep  printing  to  disk 
J  until  you  go  into  the  Printer  Selection  dialogue  and 

change  the  slot  number  back  to  1 . 
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■  Printer  Commands 
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Printer  Commands  are  used  to  control  special  funtions 
on  your  printer  or  typesetter.  Printer  Commands  do 
not,  however,  affect  the  formatting  of  your  document 
on  the  screen. 

1  Choose  Insert  Printer  Command  from  the  Print 
menu. 

2  Type  the  command  to  be  sent  to  the  printer 

3  If  the  "Embedded  Printer  Command"  button  is  not 
highlighted,  click  on  it  to  turn  it  on. 

4  Click  on  OK  to  confirm  the  command. 


Printer  Commands  are  not  displayed  on  the  screen, 
but  may  be  seen  by  choosing  Show  Codes  from  the 
Edit  menu. 

Command  codes  less  than  32  decimal  and  greater 
than  126  decimal  must  be  entered  in  angle  brackets. 
Codes  between  32  and  126  decimal  (printable 
characters)  may  be  typed  or  entered  in  decimal  within 
angle  brackets. 

For  example,  if  you  have  two-color  ribbon  and  your 
printer  manual  gives  the  command  for  changing  to  the 
second  color  as  ESC  Q,  you  should  enter  <27>Q  (27 
is  the  decimal  equivalent  for  ESC).  To  change  back 
to  the  first  color,  the  command  is  ESC  w  which  would 
be  entered  as  <27>w. 
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Down-Loading  a  Font  If  a  large  number  of  codes  must  be  sent  to  the  printer 
or  File  (i.e.,  down-load  a  font),  you  can  create  a  file  of  these 

codes  using  BASIC  or  a  text  editor  and  have  Word- 
Perfect send  the  whole  file  to  the  printer. 

1  Choose  Insert  Printer  Command  from  the  Print 
menu. 

2  Type  the  name  of  the  file. 

3  If  the  "File  of  Printer  Commands"  button  is  not 
highlighted,  click  on  it  to  turn  it  on. 

4  Click  on  OK  to  confirm  the  selection. 

The  contents  of  the  file  are  not  displayed  on  the 
screen,  but  are  sent  to  the  printer  when  the  document 
is  printed. 
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Printer  Control 


WordPerfect  provides  a  helpful  way  to  manage  your 
printing — the  Printer  Control  feature. 

1   Choose  Printer  Control  from  the  Print  menu  to 
display  the  Printer  Control  dialogue. 
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2  Click  on  the  button  corresponding  to  the  option  of 
your  choice. 

3  Click  on  Exit  to  exit  the  Printer  Control  dialogue. 

The  Menu  Following  are  descriptions  for  each  option  which 

appears  on  the  Printer  Control  dialogue.  Details  for 
some  options  are  found  on  other  pages  in  this  section. 

Select  Print  Options  changes  the  printer  number, 
number  of  copies,  and/or  binding  width  (see  Print 
Options,  Select  in  this  section). 

Display  Printers  displays  a  list  of  three  printers  and 
eight  available  fonts  for  each  printer  (see  Printers  and 
Fonts,  Display  in  this  section). 


Right  Jastification 
8  Lines  Per  liich 
Sheet  Feeder  Bin  Hwber... 
Insert  Printer  Coiiraand...  iSI 
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Select  Printers  defines  up  to  three  different  printers. 
If  you  only  have  one  printer,  you  may  wish  to  set  up 
several  definitions — one  for  continuous  forms,  one 
for  hand-fed  forms,  etc.  (see  Printers,  Select  in  this 
section). 

Cancel  Printing  cancels  the  printing  of  the  print  job 
(see  Cancel  Printing  in  this  section). 

Go  (Resume  Printing)  restarts  the  printer  after  it  has 
been  stopped  for  hand-fed  forms,  font  changes,  or 
after  using  the  Stop  Printing  option. 

Print  a  Document  prints  a  document  which  has  been 
saved  on  disk.  You  may  specify  on  which  pages  to 
begin  and  end  printing  (see  Print  in  this  section). 

Stop  Printing  stops  the  printer  without  canceling  the 
print  jobs.  Use  this  option  if  the  paper  jams,  ribbon 
runs  out,  etc.  After  correcting  the  problem,  use  the 
Go  (Resume  Printing)  option  to  restart  the  print  job. 
The  job  will  restart  at  page  1  (see  Stop  Printing  in  this 
section). 

Remember  that  many  printers  have  a  buffer 
(temporary  storage  area)  which  stores  text  from  your 
document  sent  by  WordPerfect.  The  printer  will  not 
stop  when  you  choose  the  Stop  Printing  option  until 
this  buffer  area  is  cleared. 

Printer  Information        Below  the  Printer  Control  dialogue  are  some 

categories  giving  infomiation  about  the  printer 

Page  Number  displays  the  number  of  the  page 
currently  being  printed. 

Remaining  Copies  displays  the  number  of  copies  left 
to  print.  It  is  used  only  when  more  than  one  copy  of  a 
document  is  being  printed. 
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Printer  Status  gives  instructions  about  the  printer. 
For  example,  "Insert  another  sheet"  is  displayed  when 
the  printer  finishes  printing  a  page  of  a  document 
using  hand-fed  forms. 


Printers,  Select 


Before  you  start  printing,  WordPerfect  needs  to  know 
which  printer(s)  you  will  be  using.  The  Select 
Printers  option  on  the  Printer  Control  dialogue  lets 
you  choose  the  printer  definition  WordPerfect  will  use 
to  communicate  with  the  printer.  You  are  also  asked 
for  the  printer  card,  slot  number,  and  type  of  forms. 

1  Choose  Printer  Control  from  the  Print  menu  to 
display  the  Printer  Control  dialogue. 

2  Click  on  the  "Select  Printers"  button  to  display  the 
Printer  Selection  dialogue. 

You  may  select  up  to  3  printers.  The  printer  number 
is  highlighted. 
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3  Click  on  the  correct  printer  definition. 

4  Click  on  the  correct  printer  card  definition. 

5  Move  the  cursor  to  the  "Slot"  box,  type  the  slot 
number,  then  click  on  OK. 
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Entering  0  will  cause  WordPerfect  to  print  to  disk  (see 
Print  to  Disk  in  this  section). 

6  Click  on  the  button  corresponding  to  the  method  in 
which  paper  will  be  fed  to  your  printer 

7  Click  on  OK  to  define  printer  two  and  follow  the 
steps  above. 

8  Click  on  OK  to  define  printer  three  and  follow  the 
steps  above. 

9  Click  on  OK  to  exit  the  Printer  Selection  dialogue. 

1 0  Click  on  Exit  to  exit  the  Printer  Control  dialogue. 

If  your  printer  is  not  listed  or  if  you  are  using  an 
Apple  LaserWriter,  see  Printer  Trouble-shooting  in  the 
Appendix. 

If  you  choose  Hand-Fed  (single  sheet)  forms, 
WordPerfect  helps  print  the  individual  pages  (see 
Forms  in  this  section). 

If  you  choose  Sheet  Feeder  foiTns,  you  are  asked  for 
additional  information  (see  Sheet  Feeders  in  this 
section).  Click  on  the  correct  sheet  feeder  definition, 
click  on  OK,  type  the  additional  sheet  feeder  infor- 
mation, click  on  OK,  then  try  printing.  If  there  are 
problems,  use  the  Select  Printers  option  again  to 
adjust  the  settings. 

If  you  do  not  want  to  select  your  printers  each  time 
you  enter  WordPerfect,  see  Defaults  in  this  section. 


Printers  and  Fonts,  Display 


The  Display  Printers  option  on  the  Printer  Control 
dialogue  lists  selected  printers  and  accompanying 
fonts. 

1  Choose  Printer  Control  from  the  Print  menu  to 
display  the  Printer  Control  dialogue. 

2  Click  on  the  "Display  Printers"  button  to  display 
the  printer  definitions,  fonts,  and  form  types  for 
Printers  1-3. 

3  Click  on  Continue,  then  click  on  Exit  to  exit  the 
dialogues. 

To  change  these  fonts,  you  must  use  the  Printer  Utility 
included  on  your  /Utilities  diskette.  See  Utilites  in 
this  section  for  more  detailed  printer  information. 


Proportional  Spacing 


When  you  choose  Proportional  Spacing,  a  code  is 
inserted  in  your  document  telHng  the  printer  to 
proportionally  space  the  document.  This  means  that 
each  character  will  be  spaced  according  to  its  width. 
For  example,  uppercase  letters  are  wider  than 
lowercase  letters,  m's  are  wider  than  i's  etc. 

1  Move  the  cursor  to  where  you  want  proportional 
spacing  to  begin  in  the  document. 

2  Choose  Font  and  Pitch  from  the  Style  menu. 

3  Type  in  a  number  for  a  proportionally-spaced  font. 

4  Press  Tab  to  move  the  cursor  to  the  "Pitch"  box. 

5  Type  a  new  setting. 

Proportional  spacing  will  work  with  any  Pitch 
setting  but  looks  best  with  12, 13,  or  14  pitch. 

6  Click  on  the  "Proportional"  box. 

7  Click  on  OK  to  confirm  the  settings  and  return  to 
your  document. 

Some  fonts  are  proportionally  spaced  while  others  are 
not.  WordPerfect  usually  defines  font  3  as  a  propor- 
tionally-spaced font.  To  discover  which  fonts  have 
been  defined  for  proportional  spacing,  see  "Print 
Wheels"  below. 

Proportional  spacing  only  changes  output  for  printers 
with  HMI  (Horizontal  Motion  Index).  For  printers 
with  microspacing,  proportional  spacing  will  depend 
upon  how  the  font  table  currently  in  use  defines  the 
font. 


Proportional  spacing,  Font,  and  Pitch  settings  will 
remain  in  effect  from  the  cursor  forward  until  another 
setting  is  entered,  or  until  you  exit  the  document. 

If  you  want  to  malce  your  Proportional  Spacing  setting 
permanent,  see  Defaults  in  this  section. 

Print  Wheels  Use  the  Display  Printers  and  Fonts  option  on  the 

Printer  Control  dialogue  to  discover  which  fonts  have 
been  defined  for  proportional  spacing. 

1  Choose  Printer  Control  from  the  Print  menu  to 
display  the  Printer  Control  dialogue. 

2  Click  on  the  "Display  Printers"  button  to  display 
the  printer  definitions,  fonts,  and  form  types  for 
Printers  1-3. 

The  predefined  fonts  are  displayed  on  the  screen. 
Note  the  number  which  corresponds  to  the  propor- 
tionally-spaced print  wheel  you  will  be  using. 

3  Click  on  Continue,  then  click  on  Exit  to  exit  the 
dialogues  and  return  to  your  document. 

Generally,  there  are  two  types  of  proportional  spacing 
switches  which  can  be  set  at  the  printer  One  type 
designates  the  kind  of  print  wheel  to  be  used,  such  as 
metal,  plastic,  or  proportionally  spaced.  If  your 
printer  has  this  type,  set  it  to  proportional  spacing. 
The  second  type  designates  pitch:  10,  12,  15,  or  PS. 
This  switch  should  be  set  to  10  pitch,  which  enables 
WordPerfect  to  control  the  proportional  spacing. 
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The  Quit  feature  gives  you  an  opportunity  to  save 
your  document,  then  exits  you  from  WordPerfect. 

1  Choose  Quit  from  the  File  menu. 

WordPerfect  gives  you  an  opportunity  to  save  your 
document. 

2  Click  on  Yes  to  save  the  document  before  exiting 
WordPerfect;  click  on  No  to  immediately  exit 
WordPerfect. 

The  Quit  feature  is  particularly  useful  when  you  have 
finished  working  with  multiple  documents  and  wish 
to  exit  WordPerfect.  After  choosing  Quit,  you  can 
save  your  documents  one  at  a  time,  then  exit  all  of  the 
documents  (and  WordPerfect)  simultaneously. 

If  you  choose  Close  while  in  multiple  documents,  you 
will  be  asked  if  you  want  to  exit  each  individual 
document. 


Recover 


Recover  is  a  utility  program  which  converts  overflow 
)  files  into  a  format  that  can  be  used  by  WordPerfect. 

This  program  is  provided  in  case  a  power  or  machine 
failure  causes  the  document  in  the  computer's  memory 
to  be  lost.  While  not  all  the  document  is  stored  on 
disk,  portions  may  be. 

To  use  Recover: 

1  Boot  AJtilities. 

2  Double  click  on  the  Utilities  diskette  icon  to 
display  the  files  on  the  /Utilities  diskette. 

3  Double-click  on  RECOVER.SYSTEM. 

You  will  see  a  short  explanation  about  Recover.  At 
the  bottom  of  your  screen,  you  will  see  "Enter 
j  pathname  to  overflow  files  :IWORK." 

4  Insert  the  diskette  with  the  overflow  files  into  a 
drive. 

5  Enter  the  location  of  your  overflow  files. 

You  will  then  see:  "Enter  name  for  the  recovered  file: 
REC.DOC.OOl." 

6  Press  Return. 

If  you  wish  to  use  another  name,  delete 
REC.DOC.OOl  and  type  any  pathname  you  want. 


) 
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When  the  recovery  is  complete,  the  following 
message  appears  on  your  screen:  "Operation 
successfully  completed.  Press  any  key  to  exit." 

You  are  now  ready  to  enter  WordPerfect  and  retrieve 
your  recovered  document.  Portions  of  the  document 
which  were  unrecoverable  will  appear  as  "[text  loss]." 


Repeat  Count 


You  can  use  the  Repeat  Count  feature  to  repeat  a 
WordPerfect  feature  or  character  a  specified  number 
of  times. 

1  Choose  Repeat  Count  from  the  Help  feature. 

Since  Repeat  Count  can  only  he  accessed  on  the 
Help  feature,  you  may  M>ant  to  use  a  Keyboard 
Equivalent. 

2  Choose  the  WordPerfect  feature  or  character  you 
want  to  be  repeated  from  the  Help  feature. 

The  feature  is  repeated  8  times  (the  default  number). 
For  example,  you  can  choose  Repeat  Count,  then 
press  the  Down  Arrow  key  to  move  the  cursor  down 
eight  lines.  Choose  Repeat  Count,  then  choose  Macro 
Execute  to  repeat  a  macro  eight  times. 

The  following  features  can  be  used  with  the  Repeat 
Count  feature: 

Arrow  keys  Page  Up/Down 

Delete  Word  Screen  Up/Down 

Macro  Execute         Word  Left/Right 

Repetition  Number         When  you  want  to  repeat  a  WordPerfect  feature  or 

character  more  or  less  than  8  times,  you  can  change 
the  repetition  number. 

1  Choose  Repeat  Count  from  the  Help  feature. 

2  Type  a  repetition  number. 

3  Choose  the  feature  you  want  repeated. 

For  example,  choose  Repeat  Count,  type  10,  then 
choose  Delete  Word  to  delete  ten  words. 
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When  you  want  to  change  the  default  number  of  8, 
choose  Repeat  Count,  type  the  repetition  number, 
then  cUck  on  OK.  The  new  repetition  number  will 
remain  in  effect  until  you  change  it  again,  or  until  you 
exit  the  document. 

Pressing  Esc  (in  a  situation  where  canceling  a  feature 
is  not  possible)  performs  the  same  function  as 
choosing  Repeat  Count  from  the  Help  feature. 

If  you  wish  to  change  the  repetition  number 
permanently,  see  Defaults  in  this  section. 


Retrieve 


Hew 
Open 


.Retrieve..., 


Close... 

Save 

Save  OS. . . 

File  Manasement. . . 

(SL 

Print 

Printer  Cmtrol... 

&f 

Defaults... 

Switch  Dacuinents. . 

liuit... 

'a 

You  can  retrieve  a  document  onto  a  clear  screen  or 
into  a  document  already  on  the  screen  at  the  cursor 
position.  You  can  also  retrieve  a  block  of  text  that  has 
been  cut  or  copied. 

When  retrieving  a  document,  you  are  only  displaying 
a  copy  of  a  file.  The  original  file  remains  unchanged 
until  you  replace  it  with  a  document  on  your  screen. 

1  Choose  Retrieve  from  the  File  menu. 

2  Type  the  name  of  the  file  you  want  to  retrieve, 
then  click  on  OK. 

If  you  are  retrieving  a  block  of  text  that  has  been  cut 
or  copied,  just  click  on  OK  without  typing  the 
filename. 

If  the  message,  "File  not  found"  appears,  the  filename 
has  been  entered  incorrectly,  the  file  is  on  another 
diskette  (volume),  or  the  file  does  not  exist.  Word- 
Perfect lets  you  try  again. 

Only  files  with  the  file  type  WP  or  TXT  (ASCII  Text 
Files)  may  be  retrieved. 

If  the  message  "Invalid  File  Type"  appears,  you  are 
trying  to  retrieve  a  file  that  is  not  of  the  filetype  WP 
or  TXT.  WordPerfect  gives  you  the  opportunity  to 
retrieve  the  file  in  a  WP  or  TXT  format.  Unless  you 
are  absolutely  sure  that  the  file  can  be  retrieved  in  one 
of  those  two  formats,  click  on  "Cancel." 

When  retrieving  a  block  of  text,  WordPerfect  retrieves 
the  last  block  of  text  that  was  cut  or  copied. 
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File  Management  The  Retrieve  option  on  the  File  Management  screen 

can  also  be  used  to  retrieve  a  document. 

1  Choose  File  Management  from  the  File  menu. 

2  Move  the  cursor  to  the  file  you  want  to  retrieve. 

3  Click  on  Retrieve  to  retrieve  the  file. 

Text  Files  When  retrieving  a  text  file,  the  [HRtJ's  will  be 

converted  to  [SRtJ's  unless  the  file  is  converted  to  a 
WP  type  first  using  the  convert  program  (see  Convert 
in  this  section). 

Another  way  to  keep  the  [HRt]'s  unchanged  when 
retrieving  a  text  file  is  to  treat  the  file  you  are 
retrieving  as  a  macro. 

1  Choose  Macro  Execute  from  the  Special  menu  to 
start  a  macro. 

2  Type  the  name  of  the  text  file  you  want  to  retrieve, 
then  click  on  OK. 

The  text  file  is  brought  into  WordPerfect  intact  (all 
[HRt]'s  are  still  [HRt]'s). 

Since  WordPerfect  simulates  actually  typing  text  files 
in  again,  the  cursor  is  at  the  end  of  the  document  once 
it  is  retrieved. 
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Return 


Press  Return  to  end  short  lines  of  text  or  paragraphs, 
insert  blank  lines,  or  move  the  cursor  to  the  left 
margin. 

You  can  also  press  Return  to  accept  the  default  value 
for  many  of  WordPerfect's  messages.  For  example, 
after  you  choose  Close,  you  will  see  a  "Save 
Document  #?"  message.  Yes  is  double-circled  which 
means  that  it  is  the  default  value.  If  you  want  to 
choose  Yes,  you  can  press  Return. 

You  do  not  need  to  press  Return  each  time  you  reach 
the  end  of  a  line  as  you  do  when  using  a  typewriter. 
Instead,  the  cursor  automatically  returns  or  wraps  to 
the  next  line  when  you  reach  the  right  margin. 

A  Soft  Return  code  [ SRt]  is  inserted  into  your  text 
when  WordPerfect  wraps  a  line.  A  Hard  Return  code 
[HRt]  is  placed  in  your  text  when  you  press  Return. 

If  you  press  Return  instead  of  allowing  the  cursor  to 
wrap,  your  text  will  not  reformat  properly  when 
changes  are  made  and  justification  will  not  work 
properly. 

When  you  see  the  word  etJter  in  the  manual,  you 
should  type  the  text  which  follows,  then  press  Return. 
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Rewrite  Screen 


ii  

fete  \ 

Cut 
CopK 
Paste 

TapeoKer 
Cose  Cmwert... 
Hove  Pass... 
Koue  Poragf pph. . 
Hove  Stntenci. . . 
Show  Codes 


Kewite  Screen  \\ 


The  Rewrite  Screen  feature  lets  you  reformat  the 
document  on  your  screen  by  formatting  to  the  end  of 
the  current  page. 

1   Choose  Rewrite  Screen  from  the  Edit  menu. 

The  current  page  will  be  reformatted,  and  the  cursor 
will  return  to  its  original  position. 

The  above  steps  can  also  be  used  to  reformat  the 
screen  if  the  text  on  the  screen  does  not  appear  as  it 
should  due  to  a  power  surge  or  problems  with  the 
terminal. 
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Save 
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Switch  i!ocu«ents. 
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WordPerfect's  Save  feature  saves  the  document  on 
your  screen  under  its  current  filename.  This  is 
especially  useful  v^'hen  you  are  replacing  a  document 
with  an  edited  version. 

1   Choose  Save  from  the  File  menu. 

The  document  is  immediately  saved  under  its  current 
filename.  If  the  document  had  no  filename,  then  it  is 
saved  under  the  filename  UNTITLED. 


) 


I 
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Save  As 
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Edited  Version 


When  typing,  you  should  periodically  save  your  text. 
The  Save  As  feature  lets  you  store  your  document  on 
disk  without  losing  your  place  in  the  text  on  your 
screen. 

1  Choose  Save  As  from  the  File  menu. 

2  Type  a  filename  for  the  document. 

3  If  you  want  your  file  saved  as  an  ASCII  text  file, 
click  on  the  "Text  Format"  button. 

4  Click  on  OK  to  save  the  file. 

You  can  use  up  to  15  characters  (letters,  numbers, 
periods);  however,  the  filename  must  begin  with  a 
letter. 

Your  document  is  always  saved  on  the  default  prefix 
unless  you  type  a  complete  pathname  (see  Pathname 
in  this  section). 

If  you  are  editing  a  document  you  retrieved  from  disk, 
you  can  replace  the  original  version  with  the  edited 
version,  or  save  the  edited  version  under  another 
filename. 

1  Choose  Save  As  from  the  File  menu. 

The  filename  of  the  original  document  appears  on  the 
screen. 

2  Click  on  OK,  then  click  on  Yes  to  replace  the 
original  version  with  the  edited  version,  or  type  a 
filename,  then  click  on  OK  to  save  the  document 
under  a  different  filename. 

The  Save  feature  saves  a  document  on  screen  under  its 
current  filename  (see  Save  in  this  section).  The  Close 
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feature  lets  you  save  and  exit  without  selecting  two 
features  (see  Close  in  this  section). 

Block  Save  Using  the  Save  As  feature,  you  can  also  save  a  block 

of  text. 

1  Block  the  text  you  want  to  save. 

2  Choose  Save  As  from  the  File  menu. 

3  Type  a  filename,  then  click  on  OK. 

4  Click  on  the  mouse  button  to  turn  off  Block. 
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!  Scroll  Boxes 


Placed  between  two  arrows  on  the  right  side  of 
document  windows,  the  Help  feature,  and  some 
feature  dialogues  (e.g.,  Thesaurus),  is  a  scroll  bar 
The  scroll  bar  represents  the  entire  length  of  the 
window  or  dialogue  it  borders. 

Within  the  scroll  bar  is  the  scroll  box  (sometimes 
called  a  "thumb").  The  location  of  the  scroll  box  in 
the  scroll  bar  corresponds  to  the  area  of  the  document 
or  dialogue  visible  on  the  screen. 

For  example,  if  the  scroll  box  is  located  at  the  top  of 
the  scroll  bar,  then  the  top  of  the  document  or 
dialogue  is  visible  on  the  screen.  If  the  scroll  box  is 
located  at  the  bottom  of  the  scroll  bar,  then  the  bottom 
of  the  document  or  dialogue  is  visible  on  the  screen. 

Iltrili  Edit  Search  Print  line  Page  Stale  Footnote  Spesiol  ~ 

Lone  Pine  Hationnl  Pork:: 

Christmas  Tree  Harvest  -  1985 

There  ore  several  varieties  of  evergreen  trees  which  con  be 
horvested.  Then  are  not  hard  to  tell  apart  as  the  leoves 
(needles)  and  cones  ore  usualla  quite  different: 

Pines  -  Heedlles  gothered  together  at  the  base  ifi 
bunches  of  one  to  five  in  o  little  sheotli 
that  often  wears  off  after  the  first  mr. 

Spruce^  -  Heedles  scattered  over  the  twigs 
smgla,  less  then  an  inch  long.  Cones  have 
thick  woodg  scales. 

Mmmr  or  Cedar  -  Heedles  reduced  to  little 
green  scales  on  the  twigs,  cones  reduced  to 
sMll  bluish  berries.- 
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Using  the  mouse  and  the  scroll  box,  you  can  reduce 
scrolling  time  by  quickly  moving  to  a  desired  area  of 
the  document  or  dialogue. 

1  Position  the  mouse  arrow  in  the  scroll  box. 

2  While  holding  down  the  mouse  button,  drag  the 
outline  of  the  scroll  box  up  or  down  the  scroll  bar. 

3  Release  the  mouse  button. 

The  area  of  the  document  or  dialogue  corresponding 
to  the  location  of  the  scroll  box  in  the  scroll  bar 
appears  on  the  screen. 

To  view  document  windows,  the  Help  feature,  and 
dialogues  with  scroll  bars  one  screen  at  a  time,  click 
on  the  scroll  bar  Clicking  on  the  scroll  bar  below  the 
scroll  box  screens  down  the  document  or  dialogue. 
Clicking  on  the  scroll  bar  above  the  scroll  box  screens 
up  the  document  or  dialogue  (see  "Screen  DownAJp" 
in  Cursor  Movement  in  this  section). 

To  move  the  cursor  up  or  down  one  line  at  a  time, 
click  on  the  arrow  box  at  either  end  of  the  scroll  bar. 
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Search 


WordPerfect  lets  you  search  for  text  and/or  codes  in  a 
forward  or  reverse  direction.  A  "*  Not  Found  *" 
message  appears  when  the  search  does  not  find  what 
it  is  looking  for  in  the  document. 

See  Search  and  Replace  to  learn  how  to  do  a  Globed 
Search  and  Replace. 

1  Choose  Search  from  the  Search  menu. 

2  Type  the  string  of  characters  and/or  codes  you 
want  to  find. 

3  Click  on  the  "Forward"  button  to  search  forward 
from  the  cursor  position  in  your  document;  click 
on  the  "Backward"  button  to  search  backward  from 
the  cursor  position  in  your  document. 

4  Click  on  OK  to  execute  the  search. 

If  you  want  to  start  the  Search  with  a  keyboard 
command,  you  must  choose  Search  from  the  Help 
feature.  Pressing  Return  will  enter  [HRt]  in  the 
search  string. 

The  cursor  will  stop  to  the  immediate  right  of  the  first 
occurrence  of  the  string. 

You  can  use  the  equal  sign  (=)  wildcard  character  in 
your  search  string.  The  equal  sign  (=)  represents  zero 
or  more  characters.  For  example,  if  you  type  the 
string  b=ck,  WordPerfect  will  stop  at  the  first 
occurrence  of  a  word  that  starts  with  b,  followed  by  0 
or  more  characters,  followed  by  ck. 

If  you  want  to  enter  a  WordPerfect  code  as  the  search 
string,  choose  the  feature  associated  with  the  code 
from  the  Help  feature  using  the  keyboard. 


Seorch  mi  Replace... 
Co  To  Page... 
Iio  To  Choracter...  M  I 
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If  you  want  WordPerfect  to  find  a  whole  word  such  as 
the  (not  these,  therefore,  and  other),  you  must  type 
spaces  before  and  after  the  word.  Lowercase 
characters  will  match  both  lowercase  and 
UPPERCASE.  UPPERCASE  will  match  only 
UPPERCASE. 


Search  and  Replace 


This  feature  (sometimes  called  Global  Search  and 
Replace)  helps  you  replace  every  occurrence  of  a 
word,  phrase,  or  WordPerfect  code  with  another  word, 
phrase,  or  WordPerfect  code  in  a  document. 

Search  and  Replace  only  works  in  a  forward 
direction. 

1  Choose  Search  and  Replace  from  the  Search 
menu. 

2  Type  the  string  of  characters  and/or  codes  you 
want  to  replace  in  the  "Search  For:"  box. 

3  Press  Tab  to  move  the  cursor  to  the  "Replace 
With:"  box. 

4  Type  the  new  string  of  characters  and/or  codes. 

If  you  want  to  delete  the  searched  for  string,  leave  the 
"Replace  with"  box  empty. 

5  If  you  want  to  Confirm  (stop  at)  each  replacement, 
cHck  on  the  "Confirm  replace?"  box. 

6  Click  on  OK  to  execute  the  replacement. 

You  can  use  the  equal  sign  (=)  wildcard  character  in 
the  search  string.  The  equal  sign  (=)  represents  zero 
or  more  characters.  For  example,  if  you  type  the 
string  b=ck,  WordPerfect  will  stop  at  the  first 
occurrence  of  a  word  that  starts  with  b,  followed  by  0 
or  more  characters,  followed  by  ck. 

If  you  want  to  enter  a  WordPerfect  code  as  the  search 
string,  choose  the  feature  associated  with  the  code 
from  the  Help  feature  using  the  keyboard. 


If  you  want  WordPerfect  to  find  a  whole  word  such  as 
the  (not  these,  therefore,  and  other),  you  must  type 
spaces  before  and  after  the  word.  Lowercase 
characters  will  match  both  lowercase  and 
UPPERCASE.  UPPERCASE  will  match  only 
UPPERCASE. 

If  the  string  of  characters  or  codes  is  not  found,  a 
"*  Not  Found  *"  message  appears. 
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I  Sheet  Feeders 


A  sheet  feeder  is  an  attachment  to  your  printer  that 
automatically  feeds  paper  (one  sheet  at  a  time)  into 
the  printer.  If  you  select  Sheet  Feeder  as  the  type  of 
form  when  selecting  printers,  you  are  asked  additional 
questions  about  your  specific  sheet  feeder. 

If  your  sheet  feeder  has  more  than  one  bin,  you  can 
send  part  or  all  of  a  document  to  different  bins  with 
the  Sheet  Feeder  Bin  Number  option  on  the  Select 
Printers  dialogue. 

Type  of  Forms  When  you  select  your  printers,  you  must  specify  the 

type  of  forms  you  are  using. 

1  Choose  Printer  Control  from  the  Print  menu  to 
display  the  Printer  Control  dialogue. 

2  Click  on  the  "Select  Printers"  button  to  begin 
defining  your  printer. 

3  After  you  have  entered  your  printer  selections  and 
have  chosen  Sheet  Feeder  as  the  type  of  form, 
click  on  the  type  of  Sheet  Feeder  you  are  using, 
then  click  on  OK. 

4  Press  Tab  twice  to  move  the  cursor  to  the 
"Number  of  Sheet  Feeder  Bins"  box. 


Do  not  enter  information  for  the  number  of  lines  to 
move  down  or  spaces  to  move  over  unless  there  is  a 
problem  after  testing  the  sheet  feeder. 

5  Type  the  number  of  sheet  feeder  bins,  then  click 
on  OK. 

) 
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6  Define  other  printers  as  you  desire,  tlien  cliclc  on 
OK  until  you  get  to  the  Printer  Control  dialogue. 


Sheet  Feeder  Bin 
Number 


Print 

Pqse  Print 

Printer  Control... 

aP 

Right  Justificotion 

8  Lines  Per  Inch 

Sheet  Feeder  Bin  Kunber...  a 

I  Insert  Printer  Coimnnd...  41 1 


7  Click  on  Exit  to  exit  the  Printer  Control  dialogue. 

You  can  specify  the  sheet  feeder  bin  number  when 
typing  your  document. 

1  Move  the  cursor  to  the  very  top  of  your  document 
or  to  the  top  of  the  page  on  which  you  would  like 
to  change  bins  (before  any  codes). 

2  Choose  Sheet  Feeder  Bin  Number  from  the  Print 
menu. 

3  Type  the  number  of  the  bin  you  want  to  use,  then 
click  on  OK. 

Paper  is  fed  to  the  printer  from  the  selected  bin  at  the 
place  in  the  document  where  the  Sheet  Feeder  Bin 
Number  code  is  inserted. 


Show  Codes 


WordPerfect  is  a  clean  screen  program  which  shows, 
as  closely  as  possible,  how  text  will  actually  look  on  a 
piece  of  paper.  There  are  no  control  codes  or  special 
symbols  on  the  screen  to  clutter  your  text. 

When  you  choose  most  WordPerfect  features,  a  code 
is  inserted  into  your  text.  These  hidden  codes  deter- 
mine how  your  text  looks  on  the  screen  and/or  at  the 
printer  For  example,  when  you  change  your  margins, 
type  a  footnote,  or  select  page  numbering,  a  code  is 
inserted. 

To  see  the  codes  and  where  they  are  located  in  the 
text,  choose  Show  Codes  from  the  Edit  menu. 


UtFile  Edit  Search  Print  Line  Poge  Stale  Footiiote  Special 


Jone  Pine  National  Pork 

Christms  Tree  Borvest  - 1986 

There  are  severol  varieties  of  evergreen  trees  whish  can  be 
harvested.  Ihes)  are  net  herd  to  tell  apart  as  the  leoves 
(needles)  and  cones  are  usually  quite  different: 

Pines  -  Needles  gathered  together  ot  the  hose  in 


lone  Pine  National  ParkllHifll 

I  Khristnos  Tree  Harvest  -  19SGII3IOIIllig| 

0  There  are  several  varieties  of  everfigreen  trees  which  con  beltliQI 
....  vested.  !BI  They  are  not  hard  to  tell  oport  as  the  leovesltiiQI 
(needles)  and  cones  ore  usuallii  quite  different:|liiail 

ioiSlililllHIiilliailiJIIiJE       -  Needles  gathered  together  at  the  base 

Doc  1  Pg  1  Ln  1  Pes  le 


Underneath  the  dashed  lines,  the  text  is  displayed 
with  the  codes,  and  the  cursor  is  shown  as  a  reverse- 
video  [^]. 

The  display  is  centered  and  split  as  evenly  as  possible 
between  the  document  and  Codes  window.  You  can 


move  through  text  and  codes  with  any  of  the  cursor 
keys,  and  you  can  delete  text  and  codes  with  Delete  or 
the  Number  Pad  .  (period)  key. 

You  may  also  use  any  WordPerfect  feature  while  in 
the  Codes  window. 

When  you  finish  with  the  Codes  window,  choose 
Hide  Codes  from  the  Edit  menu  to  return  to  your 
document  window. 
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i  Spacing 
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WordPerfect  is  preset  for  single  spacing  between 
lines.  When  you  want  to  switch  to  another  setting 
(double,  triple,  etc.): 

1  Choose  Spacing  from  the  Line  menu. 

2  Type  the  new  spacing  number  in  the  "#  Lines" 
box,  then  click  on  OK. 

For  half-line  spacing  (.5,  1.5,  2.5,  etc.)  type  the  whole 
number  in  the  "#  Lines"  box,  then  click  on  the  ".5" 
box. 

WordPerfect  shows  the  correct  spacing  on  the  screen 
to  the  nearest  whole  number  (rounding  up).  For 
example,  if  you  set  one-and-one-half  line  spacing,  it 
appears  as  double  spacing  on  the  screen.  Check  the 
status  line  to  see  on  which  line  the  cursor  is  actually 
resting. 

Spacing  may  be  reset  any  number  of  times  in  a 
document,  and  will  remain  in  effect  from  the  cursor 
forward  until  you  enter  another  spacing  setting  or 
until  you  exit  the  document. 

If  you  wish  to  make  your  new  spacing  setting 
permanent,  see  Defaults  in  this  section. 
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Speller 


m 

Thesaurus.. .  ilT 


Herge. . 


Kacro  Define... 
Macro  Execute... 


Insert  Date 
Dote  Formot... 


Colors... 
Clean  Screen 


Features 


Starting  the  Speller 


The  WordPerfect  Speller  helps  you  check  the  spelling 
of  a  word,  a  page  of  text,  or  an  entire  document.  The 
Speller  also  checks  for  double  words,  displays  all  the 
words  that  match  a  pattern,  and  does  a  word  count. 

The  Speller  helps  you  proof  the  document  on  your 
screen  by  comparing  each  word  in  your  document 
with  the  list  of  correctly  spelled  words  in  the 
dictionary. 

The  dictionary  (WP.DICTIONARY)  is  made  up  of  a 
main  word  list  and  a  common  word  list.  To  speed  up 
proofing,  the  Speller  first  looks  for  the  word  in  the 
smaller,  common  word  list.  The  main  list  is  checked 
only  if  the  word  is  not  found  in  the  common  word  list. 

The  dictionary  also  looks  for  an  optional  word  list 
named  WP.  SUPPLEMENT,  which  is  created  for  you 
when  you  add  words  to  the  dictionary  from  Word- 
Perfect. This  file  is  saved  at  the  system  prefix  (1/  on 
the  Prefix  screen)  and  can  be  edited  in  WordPerfect 
(see  Adding  Words  below  for  details). 

WordPerfect's  Speller  includes: 

•  A  115,000-word  dictionary. 

•  On-screen  spell-checking. 

•  Spell-check  a  word,  a  page  of  text,  or  an 
entire  document. 

•  Pattern  lookup. 

•  Check  for  double  occurrence  of  a  word. 

•  Add  words  to  the  dictionary. 

•  Word  count. 

WordPerfect  comes  with  the  Speller  on  the 
AVord.Lists  diskette. 


1   Choose  Speller  from  the  Special  menu. 
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If  the  /Word.Lists  diskette  is  not  found  and  the 
WP.DICTIONARY  file  is  not  found  at  the  system  (1/) 
or  work  (3/)  prefix,  WordPerfect  will  ask  you  to  insert 
it  into  a  drive  and  click  on  OK. 

If  you  want  WordPerfect  to  find  the  dictionary 
somewhere  else,  click  on  Cancel,  type  the  pathname 
of  the  dictionary  file,  then  click  on  OK. 

The  following  menu  should  appear  on  the  screen: 


Lone  Pine  Hotional  Park 

tnnuol  lieport 
1986 


Seket  menu  opt  ion. 


IWiird  )  [  3Docuiii8nt  ]  [  SLookup  }  [  7HextPiige  ] 
Itm    ]  i  1  Change  ]  [    6 Count    )  |  Exit5peller"| 


Spell-Checking 


If  you  change  the  location  of  the  WRDICTIONARY 
file  to  a  diskette  (volume)  other  than  /Word.Lists  and 
want  to  keep  WordPerfect  from  asking  where  the 
dictionary  file  is  each  time  you  reenter  WordPerfect 
and  choose  the  Speller,  see  Defaults  in  this  section. 

With  the  Speller  menu  on  the  screen,  you  can  click  on 
Word  or  Page  to  check  the  word  or  page  on  which 
the  cursor  is  resting.  When  you  click  on  Document, 
the  Speller  checks  the  entire  document. 
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Things  you  should  know  while  spell-checking: 

•  The  message  "Searching..."  appears  at  the  bottom 
of  the  document  until  the  Speller  finds  a  word  not 
found  in  the  dictionary  or  a  double  occurrence  of  a 
word. 

•  When  the  Speller  stops  at  a  misspelled  word  and 
presents  possible  correct  spellings,  double-click  on 
the  correct  spelling  to  insert  the  word  into  your 
document. 

•  Press  Clear  or  Esc  at  any  time  to  stop  spell- 
checking. 

•  Numbers  and  words  with  numbers  are  not  checked 
by  the  Speller. 

•  When  the  Speller  is  finished,  it  will  display  the 
number  of  words  checked. 

•  The  Speller  is  case-sensitive.  If  the  word  you  are 
spell-checking  is  capitalized,  a  capital  letter  is 
automatically  inserted  in  the  correct  word. 

•  A  temporary  area  in  memory  is  used  to  save 
skipped  words  and  to  keep  a  copy  of  added  words 
before  they  are  saved  in  the  WP.SUPPLEMENT 
file. 

If  this  area  becomes  full,  skipped  words  will  be 
removed  to  make  room  for  added  words.  If  the  area  is 
filled  with  added  words,  the  message  "Dictionary 
Full"  will  appear.  To  correct  this  problem,  use  the 
Speller  Utility  (see  Speller  Utility  in  this  section). 

A  word  not  found  is  displayed  in  reverse  video  along 
with  a  list  of  possible  replacement  words.  The 
replacement  list  includes  words  that  are  different  by  a 
single  letter  or  two  letters  typed  out  of  sequence.  If 
the  list  extends  beyond  the  screen,  click  on  Next  Page 


Word  Not  Found 
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to  continue  viewing  more  words  in  tlie  replacement 
list.  More  comprehensive  lists  can  be  viewed  by 
using  the  Look  Up  option. 


Compiled  bu 
taser  Douglas  R.  IBIiHB 
Pork  Director 


FliEFRCE 

Select  Mord  or  menu  option 
D  LIRDE 


[    ISMp    ]  [  3BddMord  ]  (  5  Look  Up  ] 
[  2 Ignore   ]  [    lEdit    ]  {  SHextPoge  ]  ||  Exit 


1  Skip;  spell-checking  continues.  The  Speller  stops 
at  the  next  occurrence  of  the  word. 

2  Ignore;  spell-checking  continues.  The  word  is 
passed  over  for  the  rest  of  the  document. 

3  Add  Word;  the  word  is  saved  in  the  supplementary 
dictionary  (WP. SUPPLEMENT),  and  spell-checking 
continues. 

4  Edit;  correct  the  spelling,  then  press  Return  to 
continue  spell-checking.  The  word  is  redisplayed  if  it 
is  still  not  found  in  the  dictionary. 

If  you  know  the  word  is  spelled  correctly,  use  Add 
Word  (3)  if  you  wish  to  add  the  word  to  the 
supplementary  dictionary. 

5  Look  up;  you  can  look  up  a  word  in  the  main 
dictionary  that  matches  a  pattern,  and  replace  the 


word  not  found  with  the  correct  spelHng  (see 
"Lookmg  up  words"  below  for  details  on  creating  a 
pattern). 

6  Next  Page;  shows  the  next  page  of  possible 
replacement  words. 

Double  Word  When  the  speller  finds  a  double  word  occurrence,  the 

second  word  appears  in  reverse  video  along  with  the 
following  options: 


Permiti 

During  ths  1985  Hunting  season  the  Lone  Pine  Gobs 
IM  fieserue  offered  permits  for  the  toking  of  Deer, 
Elk,  Antelope,  Moose,  Buffalo,  Roclut  Hountoin  Ooot,  and 

Double  Word!  Select  aenu  option. 


[    ISkip    )  t    SEdit  ] 

[  2  Delete  2nd )   [  disable  ]  |     [xit  | 


1  Skip;  ignores  the  double  word  and  continues  spell- 
checking. 

2  Delete  2nd;  erases  the  second  occurrence  of  the 
word. 

3  Edit;  allows  you  to  rewrite  the  text  as  you  like. 

4  Disable;  ignores  double-occurring  words. 

Change  Dictionary         Before  you  start  spell-checking,  you  can  change  to 

another  dictionary. 

1   Choose  Speller  from  the  Special  menu. 
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2  When  WordPerfect  asks  you  to  insert  the 
AVord.Lists  diskette,  click  on  Cancel. 

3  Type  the  pathname  of  the  dictionary. 

4  Click  on  OK. 

Dictionaries  can  be  created  using  the  Speller  Utility 
(see  Speller  Utility  in  this  section). 

Adding  Words  When  you  add  words  while  spell-checking,  they  are 

saved  in  the  WP.  SUPPLEMENT  file  created  by 
WordPerfect.  This  file  is  located  on  the  diskette 
(volume)  that  is  pointed  to  by  the  system  prefix  (1/). 
You  can  add,  delete,  or  edit  words  in  the  file  by 
retrieving  WPSUPPLEMENT  into  WordPerfect. 
Each  word  is  separated  by  a  Hard  Return.  When  you 
finish  editing  the  file,  save  it  as  WPSUPPLEMENT, 
replacing  the  original  file  on  the  diskette  (volume)  in 
the  system  prefix. 

Looking  Up  Words         You  can  look  up  a  word  by  typing  a  pattern  which 

matches  the  word.  Single  letters  are  represented  by 
dashes  (-),  while  an  equal  sign  (=)  represents  zero  or 
more  letters  in  succession. 

After  choosing  Look  up,  the  message  "Word  Pattern:" 
appears.  Type  a  pattern  which  matches  the  word  you 
wish  to  find,  then  click  on  OK. 

For  example,  re-d  matches  "read"  and  "reed"  but  not 
"red."  Bl=ot  matches  "blot,"  "Blackfoot,"  and 
"bloodshot."  Bl=fo-t  matches  "Blackfoot"  only. 
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Looking  up  words  takes  much  longer  when  an  equal 
sign  or  a  dash  is  used  as  the  first  character. 

A  list  of  words  which  match  the  specified  pattern 
appears  on  your  screen.  You  may  double-cliclc  on  the 
correct  spelling  to  replace  the  misspelled  word. 

Count  This  option  counts  the  words  in  the  document  on  your 

screen  and  displays  the  result. 


REFERENCE  429 


Speller  Utility 


The  Speller  Utility  (SPELL.SYSTEM)  helps  you 
maintain  the  dictionary.  You  can  add  words  to  or 
delete  words  from  the  dictionary  and  even  create 
separate  dictionaries  to  fill  specific  needs. 

Starting  the  Speller        Because  of  the  extensive  use  of  the  disk  drives 
Utility  required  when  modifying  the  dictionary,  this  utility 

will  not  function  on  a  single-drive  system.  Attempts 
to  do  so  may  damage  the  dictionary. 

We  recommend  that  you  make  a  backup  copy  of  the 
dictionary  before  using  this  utility  as  a  safeguard 
against  power  failure  or  other  accidents. 

Two  Disks  Drives  Using  the  AJtilities  diskette  and  the  AVord.Lists 

diskette,  start  the  Speller  Utility. 

1  Insert  the  /Utilities  diskette  into  drive  1  and  the 
/Word.Lists  diskette  into  drive  2. 

2  Boot  the  computer. 

3  Double-click  on  the  Utilities  diskette  icon  to 
display  the  files  on  the  /Utilities  diskette. 

4  Double-click  on  SPELL.SYSTEM. 

5  Enter  /word.lists/wp.dictionary  when  prompted 
for  the  pathname  of  the  new  dictionary. 

Change  the  prefix  to  the  directory  containing 
WP.DICTIONARY,  run  SPELL.SYSTEM,  and  enter 
/word.lists/wp.dictionary  as  the  name  of  the  new 
dictionary. 

When  you  choose  the  Speller,  each  word  in  the 
document  on  your  screen  is  checked  against  a  list 
(dictionary)  of  correctly  spelled  words.  This  list 
(WRDICTIONARY)  is  made  up  of  a  main  word  list 


Hard  Disk 


Dictionary 
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and  a  common  word  list.  To  speed  up  proofing,  the 
Speller  first  looks  for  the  word  in  the  smaller  common 
word  list.  The  main  list  is  searched  only  if  the  word  is 
not  found  in  the  common  word  list. 

Because  of  the  amount  of  time  required  to  rearrange 
the  word  lists  when  you  have  created  a  new  dictionary 
or  added  words  to  an  existing  dictionary,  there  is  a 
greater  chance  of  power  failure  which  could  destroy 
the  dictionary.  Therefore,  be  sure  to  back  up  your 
current  dictionary  before  adding  or  deleting  words. 

There  is  no  need  to  stay  with  the  computer  while  it  is 
rearranging  the  lists.  A  message  will  notify  you  when 
the  program  is  finished. 

Changing  or  Creating     Before  performing  any  of  the  other  options  on  the 
a  Dictionary  Speller  Utility,  change  to  or  create  another  dictionary. 

In  order  to  create  a  new  dictionary  or  add  words  to  an 
existing  dictionary,  you  must  have  a  diskette  which 
contains  at  least  the  amount  of  space  required  by  the 
new  dictionary  being  created.  To  be  certain  there  is 
sufficient  space  available,  we  suggest  that  you  use  a 
blank,  formatted  diskette. 

To  create  a  dictionary: 

1  Type  1  to  create  a  dictionary. 

2  Insert  a  blank,  formatted  diskette  into  drive  2. 

3  Enter  /volume  name/dictionary  name 

A  dictionary  has  been  created,  but  it  contains  no 
words.  You  must  use  the  Add  Words  option  (see 
below). 
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To  change  to  another  dictionary: 

1  Type  1  to  change  to  a  dictionary. 

2  Insert  the  alternate  dictionary  into  drive  2. 

3  Enter  /volume  name/dictionary  name 

Adding  Words  Words  can  be  added  to  the  dictionary  from  existing 

files  or  directly  from  the  keyboard.  As  the  process 
may  take  some  time,  be  sure  to  enter  all  files  and 
words  from  the  keyboard  before  choosing  the  Exit 
option  on  the  Add  Words  menu. 

Words  added  to  the  common  word  list  are 
automatically  added  to  the  main  word  list. 

To  add  words  from  an  existing  file: 

1  Type  2  to  add  words  to  the  dictionary. 

2  Type  y  or  n  to  add  words  to  the  common  word  list. 

If  you  type  n,  "Add  words  to  the  main  dictionary?" 
appears. 

3  Type  y  to  add  words  to  the  main  dictionary. 

4  Type  2  to  add  words  from  a  file. 

5  Insert  the  disk  with  the  file  of  words  to  be  added 
into  drive  1 . 

6  Enter  the  pathname  of  the  file  containing  the 
words  to  be  added. 

If  "Not  enough  space  on  Work  volume"  appears, 
insert  a  blank  formatted  disk  into  drive  1  (the  disk 
which  you  are  adding  to  remains  in  drive  2),  and 
enter  /volume  name  of  the  blank  disk. 
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This  is  a  long  process,  but  there  is  no  need  to  stay 
with  the  computer  while  it  is  rearranging  the  lists.  A 
message  will  notify  you  when  the  program  is  finished. 

To  add  words  from  the  keyboard: 

1  Type  2  to  add  words  from  the  keyboard. 

2  -Type  y  or  n  to  add  words  to  the  common  word  list. 

3  Type  y  to  add  words  to  the  main  dictionary. 

4  Type  3  to  add  words  from  the  keyboard. 

5  Enter  the  words  to  be  added  to  the  list  (each  must 
be  separated  by  a  space). 

6  Type  1  to  exit  the  menu. 

If  "Not  enough  space  on  Work  volume"  appears, 
insert  a  blank  formatted  disk  into  drive  1  (the  disk 
which  you  are  adding  to  remains  in  drive  2),  and 
enter  /volume  name  of  the  blank  disk. 

A  message  will  notify  you  when  the  program  is 
finished. 

Words  to  be  deleted  from  the  dictionary  can  be 
entered  from  existing  files  or  directly  from  the 
keyboard.  Be  sure  to  enter  all  files  and  words  before 
choosing  the  Exit  option  on  the  Delete  Words  menu  as 
the  process  may  take  some  time  no  matter  how  many 
words  are  being  deleted. 

Words  deleted  from  the  main  word  list  are  also  deleted 
from  the  common  word  list. 


Delete  Words  From 
Dictionary 
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To  delete  words  from  a  file; 

1   Type  3  to  delete  words. 

If  "Not  enough  space  on  Work  volume"  appears, 
insert  a  blank,  formatted  disk  into  drive  1  (the  disk  to 
be  deleted  from  remains  in  drive  2)  and  enter 

1  volume  name  of  the  blank  disk. 

2  Type  y  or  n  to  delete  words  from  the  main 
dictionary. 

If  you  type  n,  "Delete  words  from  common  word 
list?"  appears. 

3  Type  y  to  delete  words  from  the  common  word  list. 

4  Type  2  to  delete  words  from  a  file. 

5  Insert  the  disk  containing  the  file  of  words  to  be 
deleted  into  drive  1 . 

6  Enter  the  pathname  of  the  file  containing  the 
words  to  be  deleted. 

To  delete  words  from  the  keyboard: 

1  Type  3  to  delete  words. 

If  "Not  enough  space  on  Work  volume"  appears, 
insert  a  blank,  formatted  disk  into  drive  1  (the  disk  to 
be  deleted  from  remains  in  drive  2)  and  enter 
/volume  name  of  the  blank  disk. 

2  Type  y  or  n  to  delete  words  from  the  main 
dictionary. 

If  you  type  n,  "Delete  words  from  common  word 
list?"  appears. 

3  Type  y  to  delete  words  from  the  common  word  list. 

4  Type  3  to  delete  words  from  the  keyboard. 


Display  Common 
Word  List 


Checit  Location  of  a 
Word 


Look  Up 


5  Enter  the  words  to  be  deleted  from  the  Ust  (each 
must  be  separated  by  a  space). 

6  Type  1  to  exit. 

To  view  the  words  in  the  common  word  Ust: 

1  Type  4  to  display  words. 

2  Type  any  key  to  continue  through  the  list. 

3  Press  Clear  or  Esc  to  exit  the  list. 

To  see  if  a  word  is  found  in  either  the  common  or 
main  word  lists: 

1  Type  5  to  check  the  location  of  a  word. 

2  Enter  the  word  to  be  checked. 

3  Press  Clear  or  Esc  to  exit  the  prompt. 

This  option  works  the  same  as  the  Look  Up  option  on 
the  Speller. 

1  Type  6  to  look  up  a  word(s). 

2  Enter  a  word  pattern  (i.e.,  re=d  or  t-p). 
See  Wildcards  in  this  section  for  more  details. 

3  Press  Clear  or  Esc  to  exit  the  list. 
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stop  Printing 


The  Stop  Printing  option  on  the  Printer  Control 
dialogue  is  designed  to  stop  printing  before  the  print 
job  is  completed.  Reasons  for  stopping  a  print  job  en 
route  might  include  paper  jams,  incorrect  margins,  or 
pitch  changes. 

1  Choose  Printer  Control  from  the  Print  menu  to 
display  the  Printer  Control  dialogue. 

2  Click  on  the  "Stop  Printing"  button  to  stop  the 
printer. 

3  Make  any  necessary  adjustments,  then  advance  the 
paper  in  the  printer  to  the  top  of  the  next  page. 

4  Choose  Printer  Control  from  the  Print  menu  to 
display  the  Printer  Control  dialogue. 

5  Click  on  the  "Go  (Resume  Printing)"  button  to 
resume  printing. 

Printing  is  restarted  at  the  beginning  of  the  document. 

6  Click  on  Exit  to  exit  the  Printer  Control  dialogue. 

If  you  need  to  start  the  printing  over  and  the  job  is  on 
the  screen  or  saved  on  disk,  or  you  simply  want  to 
cancel  the  print  job,  choose  Cancel  Printing  instead  of 
Stop  Printing.  The  former  option  stops  the  printing, 
cancels  the  print  job,  and  advances  the  next  sheet  of 
paper  to  the  top-of-fonn  where  possible. 


If  your  printer  has  a  buffer  (a  temporary  memory  for 
text  waiting  to  be  printed),  printing  will  not  stop  until 
the  buffer  is  empty.  WordPerfect  has  no  control  over 
text  after  it  has  been  sent  to  the  printer.  Switching  the 
printer  off  empties  the  buffer 

If  you  switch  off  the  printer  with  a  document  in  the 
buffer  that  is  not  on  your  screen  and  has  not  been 
saved,  the  document  is  lost.  There  is  no  way  to 
retrieve  it  again. 


) 


) 
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Super/Subscript 


Bald 

6B 

Underline 

Underline  Style. 

Superscript 

m 

Rduanoe  Up 

Rdmnce  Uown 

Overstrike 

(SO 

Font  ond  Pitch.. 

This  feature  lets  you  superscript  or  subscript  one 
character  at  a  time. 

1  Choose  Superscript  or  Subscript  from  the  Style 
menu  to  superscript  or  subscript  the  next  character. 

Notice  the  "S"  or  "s"  on  the  status  line. 

2  Type  any  character. 

Super  I  Subscript  does  not  change  the  way  text  is 
displayed  on  the  screen. 

A  character  that  is  super  or  subscripted  will  usually  be 
printed  up  or  down  one-third  of  a  line.  This,  however, 
depends  on  the  type  of  printer  you  are  using. 

You  can  also  use  the  Advance  feature  to  print  a 
string  of  characters  up  or  down  one-half  line  (see 
Advance  in  this  section  for  details). 
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Suppress  Page  Format 


Hew  Page 

All 

Qr 

Poge  Huubsr  Position... 

New  Poge  Hunber... 

Center  Page 

Poge »  Colwiii  Position.. 

Suppress  Poge  Forniot... 

Iff 

Page  Length... 

lop  Morgin... 

Heoders  ond  Footers... 

(SH 

Conditionol  tnd  of  Poge. 

Midow/Orphon  Protect 

) 


The  Suppress  Page  Format  feature  lets  you  turn  off 
any  page  formatting  items  (page  numbers,  headers, 
and  footers)  for  the  current  page. 

1  Move  the  cursor  to  the  beginning  of  the  page. 

2  Choose  Suppress  Page  Format  from  the  Page 
menu. 

3  CUck  on  the  box  corresponding  to  the  format 
option  you  want  turned  off. 

4  Chck  on  OK  to  confirm  your  selection(s)  and 
return  to  your  document. 

In  addition  to  turning  off  page  format  options,  you 
can  also  have  the  page  number  printed  at  the  bottom 
center  position  for  the  current  page  only. 
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Switch  Documents 


Hew 

M 

Open 

Retrieve... 

il 

Close... 

Saw 

Saue  D5. . . 

File  Matiosement. . 

& 

Print 

Printer  Cuntrsl.. 

.  i? 

Difmlts... 

The  Switch  Documents  feature  lets  you  move  from 
one  document  to  another  when  you  are  working  on 
multiple  documents. 

1  Choose  Switch  Documents  from  the  File  menu  to 
switch  to  another  document  window. 

2  Type  a  document  number,  then  click  on  OK. 

The  document  becomes  active  and  is  placed  on  top  of 
any  other  open  document  windows  (notice  the 
document  number  on  the  status  line). 

If  a  "Document  Not  Found"  message  appears,  you 
have  not  created  a  document  with  that  number.  See 
New  or  Open  in  this  section  for  details  on  creating 
multiple  documents. 

To  display  multiple  documents  on  the  screen,  move 
the  mouse  arrow  to  the  size  box  in  the  lower  right 
hand  corner  of  your  screen,  press  and  hold  the  mouse 
button,  drag  the  outline  of  the  document  window  up 
and  to  the  left,  then  release  the  mouse  button. 


440  REFERENCE 


To  reposition  resized  document  windows,  move  the 
mouse  arrow  to  the  title  bar,  press  and  hold  the  mouse 
button,  drag  the  outline  of  the  document  window  to 
another  location,  then  release  the  mouse  button. 


#  File  Hit  Ssarch  Print  Lint  ?m  Stale  Footnpte  Special 


wpcorii 


liorilPerfeot  Corporation  is  a  reliable  leader  in  software 
ionufacturins  for  the  eduootional  and  professional  enuironinents. 
Its  proven  record  in  jeeting  the  needs  of  a  voriety  of 

the  St 
showin 


windows 


With  WordPerfect's  on-screen  windows,  iiou,can  disploa  multiple 
Jcciiments  at  the  5cii\e_tiine.  WordPeffect  letooii  size  each 


WordPerfect 


lordPerfeot  continues  to  set  the  standard  for  excellence.  For 
features  and  speed,  the  program  is  a  greet  value.  Its  blend  of 
power  and  eose  keeps  it  ot  the  top  of  its  class,  and  it  is 
booked  bii  the  solid  support  of  a  conscientious  company. 

I'lordPerfect  Corporation  listens  to  its  users  end  gives  then  whit 
thesi  want.  While  others  cut  bock  on  customer  support  end  charge 
more  for  it,  WPCORP  is  consistentlj  increasing  the  number  of 
technicians  and  toil-free  phone  lines  in  its  customer  service 
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With  multiple  documents  on  your  screen,  click  on  the 
window  of  your  choice  to  bring  it  to  the  front  of  your 
screen. 


It  is  possible  to  completely  cover  document  windows 
with  other  document  windows.  If  you  do  so,  you  will 
not  be  able  to  click  on  the  covered  window  with  the 
mouse  and  must  use  the  Switch  Documents  feature  to 
switch  to  the  covered  document. 
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Use  the  Tab  Align  feature  to  vertically  line  up  text  or 
numbers  on  a  character  such  as  a  decimal  point. 


Set  the  Alignment  The  alignment  character  is  the  symbol  (period,  space, 

Character  etc.)  on  which  the  text  or  numbers  you  enter  are 

aligned. 

1  Choose  AHgnment  Character  from  the  Line 
menu. 

2  Type  the  character  you  want  to  use. 

Align  Text  When  the  alignment  character  is  set,  you  are  ready  to 

align  text. 

1   Choose  Tab  Align  from  the  Line  menu  to  move 
the  cursor  to  the  first  tab  stop. 
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The  "Align  Char  =  character"  message  appears  on 
the  status  line  as  a  reminder. 


2  Type  the  text. 

Typed  text  moves  to  the  left  until  the  alignment 
character  is  typed,  Tab  Align  is  selected  again,  or  Tab 
or  Return  is  pressed.  Once  the  alignment  character  is 
typed,  the  "Align  Char  =  character"  message 
disappears  from  the  screen  and  text  is  inserted 
normally. 

If  you  want  to  make  your  new  Alignment  Character 
permanent,  see  Defaults  in  this  section. 
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Tab  Set 


m   Tabs  have  been  preset  for  every  five  spaces.  You  can 

mistiBent  Cliarocter.,>iill  I    clear  all  tabs  and/or  insert  tab  settings  of  your  own. 
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Set  a  Tab 

Set  Multiple  Tabs 


1  Choose  Tab  Set  from  the  Line  menu  to  display  the 
Tabs  dialogue. 

2  Set  one  or  several  tab  stops  (see  below). 

3  Click  on  OK  to  exit  the  Tabs  dialogue. 

There  are  several  ways  you  can  set  or  delete  tabs. 

You  may  set  single  tabs  by  double-clicking  on  the 
column  position. 

To  set  multiple  tabs,  type  the  starting  postion,  the 
interval  number,  then  set  the  increments. 

1  Move  the  cursor  to  the  "Position"  box. 

2  Type  the  column  number  for  the  first  tab  stop. 

3  Press  Tab  to  move  the  cursor  to  the  "Increment" 
box. 

4  Type  the  increment  number. 

5  Click  on  Set  Increment  to  set  the  multiple  tabs. 

6  Click  on  OK  to  confirm  the  settings  and  return  to 
your  document. 

For  example,  enter  0  for  the  position  number  and  5 
for  the  increment  number,  if  you  want  your  tabs  to  be 
set  every  5  spaces  beginning  at  position  0. 


Delete  a  Tab 


Double-click  on  the  "T"  you  want  to  delete. 
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Delete  Multiple  Tabs       Using  the  keyboard,  choose  Delete  End  of  Line  from 

the  Help  feature.  All  tabs  from  the  cursor  forward  are 
deleted. 

You  can  set  tabs  as  many  times  as  you  want  within  a 
document.  Only  the  text  after  a  tab  setting  is  affected. 

If  you  want  to  make  your  new  tab  settings  permanent, 
see  Defaults  in  this  section. 
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Tabs 


Tabs  have  been  preset  for  every  five  spaces.  When 
you  want  to  move  to  a  tab  stop,  press  Tab  to  insert  a 
tab. 

To  set  and/or  clear  tab  stops,  choose  the  Tab  Set 
feature  (see  Tab  Set  in  this  section  for  details). 

The  Tab  key  inserts  a  code  in  your  document  that  is 
used  by  the  printer  as  an  exact  measurement. 

Extended  Tabs  You  may  have  up  to  250  columns  in  WordPerfect. 

When  you  move  past  position  160,  you  are  in 
extended  tabs.  Extended  tabs  have  been  preset  for 
every  10  spaces  beginning  with  position  160  (see 
Tabs,  Extended  in  this  section  for  details). 
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Tabs,  Extended 
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You  need  to  use  this  feature  only  if  your  right  margin 
extends  past  position  160.  Extended  tabs  have  been 
preset  for  every  10  spaces,  beginning  with  position 
160. 

You  may  change  the  extended  tabs. 

1  Choose  Tab,  Extended  from  the  Line  menu. 

2  Type  the  position  number  of  the  first  tab. 
Use  a  number  from  160  to  250. 

3  Press  Tab  to  move  the  cursor  to  the  "Interval"  box. 

4  Type  the  interval  number,  then  click  on  OK. 

This  sets  the  number  of  spaces  betM>een  each  tab. 

If  you  want  to  set  individual  tabs,  type  0  in  the 
"Interval"  box,  then  click  on  OK. 
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Text  Out 


The  Text  Out  feature  allows  you  to  save  your 
document  as  a  standard  ASCII  text  file. 

1  Choose  Save  As  from  the  File  menu. 

2  Type  the  filename. 

3  Click  on  the  "Text  Format"  button. 

4  Click  on  OK  to  .save  the  file. 

You  may  type  the  complete  or  partial  pathname  of  the 
file.  If  you  type  a  partial  pathname,  your  document 
will  be  saved  on  the  default  prefix. 

Text  files  only  contain  characters,  carriage  returns, 
and  line  feeds. 


i  Thesaurus 
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Merge. 
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Insert  Date 
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Colors... 
Clean  Screen 


The  WordPerfect  Thesaurus  helps  you  find  words 
with  the  same  meaning  as  a  word  in  your  document. 
It  displays  synonyms  (words  with  the  same  meaning) 
and  antonyms. 

As  many  as  three  headwords  and  their  references  can 
be  displayed  at  the  same  time,  side-by-side. 

Lesson  7  shows  how  to  use  many  of  the  Thesaurus 
features. 


Terms 


You  should  be  familiar  with  the  following  three  terms 
when  using  the  Thesaurus. 

•  A  Headword  is  a  word  that  can  be  looked  up  in 
the  Thesaurus. 

•  A  Reference  is  a  word  or  phrase  found  under  a 
headword.  References  preceded  by  bullets  (•)  are 
headwords. 

»    A  Subgroup  is  a  group  of  references  with  the 
same  connotation.  Subgroups  are  numbered  under 
the  headword. 


Starting  the 
Thesaurus 


Like  the  Speller  feature,  the  word  list  for  the 
Thesaurus  (WP.THESAURUS)  comes  on  the 
AVord.Lists  disk. 

1   Choose  Thesaurus  from  the  Special  menu. 

If  the  AVord.Lists  diskette  is  not  found  and  the 
WP.THESAURUS  file  is  not  at  the  system  (1/)  or 
work  (3/)  prefix,  WordPerfect  will  ask  you  to  insert  it 
into  a  drive,  then  click  on  OK. 

If  you  want  WordPerfect  to  find  the  Thesaurus 
anywhere  else,  click  on  Cancel,  type  the  pathname  of 
the  Thesaurus  file,  then  click  on  OK. 
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If  you  change  your  Thesaurus  file  to  a  diskette 
(volume)  other  than  /Word.Lists  and  want  to  keep 
WordPerfect  from  asking  where  the  Thesaurus  file  is 
each  time  you  reenter  WordPerfect  and  choose 
Thesaurus,  see  Defaults  in  this  section. 

Using  the  Thesaurus       A  portion  of  the  document  window  remains  displayed 

above  the  Thesaurus  window.  The  Thesaurus  window 
is  divided  into  three  columns  and  a  menu.  The  word 
in  your  document  (in  reverse  video)  or  the  word  you 
look  up  becomes  the  headword  for  the  first  column. 


To  err  is  human,  to  RIB  subl  ins. 
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If  the  headword  you  selected  has  very  many 
synonyms  (and/or  antonyms),  they  may  not  all  be 
visible  in  the  column.  Use  the  scroll  box  to  move 
through  a  column.  Click  on  a  column  to  move 
between  the  columns. 

Some  things  to  remember  about  the  Thesaurus: 

•    Words  are  looked  up  in  three  ways: 

a   Move  the  cursor  to  the  word  you  want  to  find  a 
synonym  for  before  starting  the  Thesaurus. 
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b  Choose  Look  Up  on  the  Thesaurus  menu,  type 
a  word  to  look  up,  then  cUck  on  OK. 

c   While  in  the  Thesaurus,  double-click  on  a 
headword. 

Use  the  Document  option  if  you  want  to  move  the 
cursor  back  into  your  document. 

Use  the  Replace  option  to  replace  the  word  in  your 
document  with  the  highlighted  word  in  the 
Thesaurus. 

Use  the  Clear  option  to  clear  the  column  on  which 
the  cursor  lies. 

Use  the  Sequential/Hierarchical  (S/H)  option  to 
move  the  reference  words  up  the  menu  one 
subgroup  at  a  time,  or  one  line  at  a  time. 

Use  the  Exit  option  to  exit  the  Thesaurus  and 
return  to  your  document. 

Nouns(n),  verbs(v),  adjectives(a),  and  anto- 
nyms(ant)  are  separated  under  each  headword. 

Each  headword  will  have  either  an  "a,"  "n,"  "v,"  or 
"ant"  next  to  it  in  the  column.  This  letter  indicates 
whether  the  headword  is  an  adjective,  noun,  verb, 
or  antonym. 
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■  Top  Margin 


Page  Humber  Position... 
Hew  Poge  Kumber... 
Center  Page 

Poge  »  Column  Position... 
Suppress  Page  Format... 


Hew  Page 


The  top  margin  is  preset  to  one  inch  (6  lines  or  1 2 
half-lines).  You  can  use  the  Top  Margin  feature  to 
change  the  top  margin  setting. 


Page  Length... 


1 


Move  the  cursor  to  the  beginning  of  the  page 
where  you  want  the  new  top  margin  to  start. 


2 


Choose  Top  Margin  from  the  Page  menu. 


Beaiiers  and  footers... 


ii 


Conditional  End  of  Page... 
Widoi't^Orphon  Protect 


3  Type  the  new  top  margin  setting  (in  half-lines), 
then  click  on  OK. 

You  cannot  see  the  top  margin  change  on  the  screen, 
but  you  can  choose  Show  Codes  from  the  Edit  menu 
to  see  the  top  margin  code. 

Resetting  the  top  margin  affects  headers  and  footers, 
but  not  the  number  of  text  lines.  For  example,  if  you 
have  a  2-inch  top  margin  and  have  not  adjusted  the 
number  of  text  lines  to  48,  you  will  not  have  a  bottom  ) 
margin.  Use  the  Page  Length  feature  to  adjust  the 
number  of  lines  on  the  page. 

If  you  set  the  lines  per  inch  to  8,  WordPerfect  still 
counts  the  top  margin  setting  in  units  of  6  lines  per 
inch. 

If  you  want  to  have  automatic  page  numbering  on  line 
5  instead  of  line  7  (as  is  normally  the  case),  you 
should  change  your  top  margin  to  8  half-lines  (4  lines) 
and  the  number  of  text  lines  to  56. 

If  your  forms  are  hand-fed,  the  printer  will  assume 

your  paper  has  been  rolled  in  one  inch.  You  should 

feed  the  paper  into  the  printer  until  the  print  head  is 

one  inch  down.  If  the  top  margin  is  less  than  one 

inch,  the  printer  will  begin  printing  where  the  print  ) 
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head  is.  If  it  is  more  than  one  inch,  or  if  the  page  is 
centered,  the  printer  will  move  down  one  inch  less 
than  it  would  otherwise. 

If  you  want  to  make  your  new  Top  Margin  setting 
permanent,  see  Defaults  in  this  section. 
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WordPerfect  is  initially  set  for  the  Insert  typing  mode. 
As  you  type,  the  original  text  is  pushed  forward  and 
reformatted. 

With  the  Typeover  feature,  you  may  type  over 
existing  text. 

1  Move  the  cursor  to  the  beginning  of  the  text  you 
want  to  type  over. 

2  Choose  Typeover  from  the  Edit  menu  to  change 
WordPerfect  to  the  typeover  mode. 

You  can  also  change  WordPerfect  to  the  typeover 
mode  by  pressing  the  0  (zero)  key  on  the  Number 
Pad  (if  Number  Lock  is  not  on). 

"Typeover"  appears  on  the  status  line. 

3  Type  the  new  text. 

Characters  are  replaced.  Codes  are  pushed  in  front 
of  the  text. 

4  Choose  Typeover  from  the  Edit  menu  to  return  to 
the  Insert  mode. 

If  you  want  to  permanently  set  WordPerfect  to  the 
Typeover  mode,  see  Defaults  in  this  section. 
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You  can  underline  text  as  you  type,  or  you  can 
underline  existing  text  using  the  Block  feature. 

1  Choose  Underline  from  the  Style  menu  to  turn  on 
underlining. 

"Pos"  on  the  status  line  is  underlined. 

2  Type  the  text  you  want  underlined. 

3  Choose  Underline  from  the  Style  menu  again  to 
turn  off  underlining. 

You  can  underline  existing  text  with  the  Block  and 
Underline  features. 

1  Block  the  text  you  want  underlined. 

2  Choose  Underline  from  the  Style  menu  to 
underline  the  highlighted  text. 

3  Click  the  mouse  button  to  turn  off  Block. 

See  Underline  Style  in  this  section  to  learn  more 
about  WordPerfect's  four  underline  styles. 
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Underline  Style 
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There  are  four  styles  of  underlining  available — single, 
double,  continuous,  or  non-continuous. 

1  Choose  Underline  Style  from  the  Style  menu  to 
display  the  underline  style  dialogue. 

2  Click  on  the  button  corresponding  to  the 
underlining  style  of  your  choice. 

3  Click  on  OK  to  confirm  your  selection  and  return 
to  your  document. 

Non-continuous  does  not  underline  tabs;  continuous 
does.  Both  styles  underline  spaces. 

Both  single  and  double  underlining  appear  on  the 
screen  as  single  underlining. 

If  you  wish  to  make  your  new  underline  style  setting 
permanent,  see  Defaults  in  this  section. 

Check  your  printer  manual  to  see  if  your  printer 
supports  double  underlining. 
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utilities 


The  /Utilities  diskette  contains  programs  which 
maintain  diskettes  (volumes),  work  with  the  printer 
and  printer  cards,  convert  file  formats,  and  create  and 
change  dictionaries. 

CONFIG.SYSTEM        This  program  is  used  to  design  and  test  printer  card 

definitions. 

To  use  this  program, 

1  Boot  AJtilities. 

2  Double-click  on  the  Utilities  diskette  icon. 

3  Double-click  on  CONFIG.SYSTEM. 

After  a  short  logo  screen,  a  list  of  printer  cards  is 
displayed.  Your  selection  displays  a  screen  showing 
information  about  a  card  definition. 

If  the  card  you  selected  is  Super  Serial  Card- 
compatible,  the  communications  protocol  is  displayed 
at  the  top  of  the  screen;  otherwise,  ignore  this 
information. 

For  all  cards,  the  card  name  and  current  working  slot 
are  displayed.  The  status  lines  are  approximately  in 
the  center  of  the  screen,  and  the  actual  definition  is 
displayed  in  the  lower  half  of  the  screen.  The 
program's  help  screens  will  explain  any  parts  of  the 
definition  that  are  unclear. 

Modify  the  definition  as  you  require — you  cannot  hurt 
anything.  Use  the  printer  settings  and  your  printer 
interface  card  manual  for  the  specific  information  you 
require.  Test  your  printer  using  the  Test  Config- 
uration option.  When  the  printer  test  will  print 
perfectly  for  all  5,000  characters,  you  are  ready  to 
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install  the  printer  interface  card  definition.  Do  a 
screen  print,  using  the  Print  Screen  option,  to  save  the 
information.  Use  PRINTER.SYSTEM  to  make  the 
changes  permanent. 

CONVERT.SYS16  This  program  is  used  to  convert  non- WordPerfect  files 

to  WordPerfect  format  (see  Convert  in  this  section). 

PRINTER.SYSTEM       This  program  lets  you  create  or  modify  the  printer, 

printer  card,  sheet  feeder,  and  font  definition  files. 

Printer  definitions  consist  of  strings  the  printer  needs 
to  perform  its  functions  (e.g.,  bold,  underline,  change 
pitch,  font,  etc.).  Use  this  program  to  modify  these 
definitions.  Very  few  printers  can  do  all  the  functions 
provided  in  the  definition.  In  some  cases,  however, 
WordPerfect  may  still  be  able  to  perform  the  required 
task  even  if  the  printer  was  not  originally  capable  of 
doing  it. 

Strings  in  the  printer  definition  are  entered  in  the 
following  format: 

•  All  printable  characters  (in  the  range  of  32-126 
decimal)  are  entered  as  normal. 

•  Other  codes  (below  32  or  above  126  decimal)  are 
entered  as  their  decimal  equivalent  inside  angle 
brackets  (e.g.,  ESC=<27>,  US=<31>). 

For  example,  if  your  printer  has  a  string  of  "ESC  x"  to 
start  underlining,  you  would  enter  the  command  as 
<27>x  on  the  Insert  Printer  Command  dialogue. 
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RECOVER.SYSTEM 

SPELL.SYSTEM 
SYS.UTILS 


To  start  this  program, 

1  Boot  AJtilities. 

2  Double-click  on  the  Utilities  diskette  icon. 

3  Double-click  on  PRINTER.SYSTEM. 

The  Help  screens  provide  additional  information. 

This  program  is  used  to  recover  overflow  files  after  a 
power  or  machine  failure  (see  Recover  in  this 
section). 

This  program  is  used  to  modify  and  create  dictionaries 
(see  Speller  Utility  in  this  section). 

SYS.UTILS  is  a  directory  containing  the  file 
SYSUTIL.SYSTEM  which  is  used  to  maintain 
diskettes  (volumes),  e.g.,  format  diskettes,  copy  and 
delete  files,  create  directories,  etc. 

To  start  the  SYSUTIL.SYSTEM  program, 

1  Boot  /Utilities. 

2  Double-click  on  the  Utilities  diskette  icon. 

3  Double-click  on  SYS.UTILS. 

4  Double-click  on  SYSUTIL.SYSTEM. 
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Widow/Orphan  Off 


A  widow  is  the  first  line  of  a  paragraph  appearing  by 
itself  on  the  last  line  of  the  page.  An  orphan  is  the 
last  line  of  a  paragraph  appearing  by  itself  on  the  first 
line  of  a  page. 

You  can  use  the  Widow/Orphan  Protect  feature  to 
avoid  widows  and  orphans. 

1  Move  the  cursor  to  the  beginning  of  the  document, 
or  to  the  point  where  you  wish  to  begin  avoiding 
widows  and  orphans. 

2  Choose  Widow/Orphan  Protect  from  the  Page 
menu  to  begin  Widow/Orphan  protection. 

Return  to  WordPerfect's  initial  setting  for  no 
Widow/Orphan  protection  by  repeating  the  steps 
above. 


You  may  turn  Widow/Orphan  protection  on  and  off  as 
many  times  as  you  wish  in  the  document. 
Widow/Orphan  settings  remain  in  effect  from  the 
cursor  forward  until  another  Widow/Orphan  setting  is 
entered  or  until  you  exit  the  document. 

If  you  want  to  permanently  set  WordPerfect  to 
Widow/Orphan  Protection  On,  see  Defaults  in  this 
section. 


Use  the  Conditional  End  of  Page  feature  for  subject 
headings  and  paragraphs  of  three  lines  or  less  (see 
Conditional  End  of  Page  in  this  section). 
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Wildcards 


Word  Search 


Speller 


Search 


WordPerfect's  wildcard  characters  help  you  find 
words  or  files  that  match  a  specific  word  pattern.  The 
equal  sign  (=)  is  used  to  represent  zero  or  more 
characters;  the  dash  (-)  is  used  to  represent  a  single 
character. 

Wildcards  can  be  used  when  entering  a  search  pattern 
in  WordPerfect's  Word  Search  feature.  Only  those 
files  that  contain  a  word  or  words  that  match  the 
search  pattern  will  be  listed  (see  Word  Search  in  this 
section). 

For  example,  "MEMO="  would  hst  all  files  that 
contain  words  beginning  with  "MEMO."  "H=D" 
would  list  files  that  contain  words  such  as  "HAND," 
"HEAD,"  and  "HEMMED." 

Wildcard  characters  can  be  placed  anywhere  in  the 
pattern. 

After  selecting  the  Look  up  option  on  the  Speller,  you 
are  asked  to  enter  a  word  pattern.  You  can  use 
wildcard  characters  as  described  above  to  find  the 
correct  spelling  of  a  word  (see  Speller  in  this  section). 

The  equal  sign  (=)  may  be  used  as  a  wildcard  charcter 
in  a  search  string  (see  Search  and  Search  and  Replace 
in  this  section). 


REFERENCE  461 


WordPerfect  Files 


The  three  diskettes  in  your  WordPerfect  paclcage 
come  with  several  files  on  disk.  WordPerfect  also 
creates  several  temporary  files  during  use. 

/WordPerfect  Diskette     The  AVordPerfect  diskette  contains  the  following 

files; 

FONT.TEST  contains  the  font  reference  test 
document. 

PRINTER.TEST  contains  the  printer  definition  test 
document. 

PRODOS  is  the  disk  operating  system  (not  a 
WordPerfect  file). 

PS.TEST  contains  the  proportional  spacing  test 
document. 

READ.ME  contains  information  about  the  latest  j 
program  updates. 

STARTMAC  is  a  macro  that  can  be  invoked  by 
WordPerfect  when  the  system  is  booted. 

SYSTEM  is  the  ProDOS  system  subdirectory. 

WP.CARD  contains  the  printer  card  definitions  and 
information. 

WP.DEFAULTS  contains  WordPerfect's  Default 
settings. 

WP.FEED  contains  sheet  feeder  definitions  and 
information. 

WP.FONT  contains  printer  font  definitions  and 
information.  ) 
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WP.HELP  contains  the  help  screens. 

WP.PRINTER  contains  the  printer  defintions  and 
information. 

WP.SYS16  is  the  WordPerfect  program. 

In  addition,  the  Learn  directory  on  the  AVordPerfect 
diskette  contains  the  learning  files  (extension  .LRN) 
that  are  used  in  the  Learning  section. 

/Utilities  Diskette  The  following  files  are  on  the  AJtilities  diskette: 

CONFIG.SYSTEM  is  used  to  design  and  test  printer 
card  definitions. 

CONVERT.SYS16  is  used  to  convert  non- WordPerfect 
files  to  WordPerfect  format. 

PRINTER.SYSTEM  is  used  to  modify  and  create 
printer  card,  font,  and  sheet  feeder  definitions. 

PRODOS  is  the  disk  operating  system  (not  a 
WordPerfect  file). 

RECOVER.SYSTEM  is  used  to  recover  overflow  files 
after  a  power  or  machine  failure. 

SPELL.SYSTEM  is  used  to  modify  and  create 
dictionaries. 

SYSTEM  is  the  ProDOS  system  subdirectory. 

SYS.UTILS  is  the  directory  which  contains  the  Utility 
program. 

XONXOFF.PS  is  a  file  of  printer  commands  used  to 
initialize  an  Apple  LaserWriter 

WP.CARD  contains  printer  card  definitions  and 
information. 

WP.FEED  contains  sheet  feeder  definitions  and 
information. 
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WP.FONT  contains  printer  font  definitions  and 
information. 


WP.PRINTER  contains  printer  definitions  and 
information. 

WP.PRINTER.l,  WP.PRINTER.2,  etc.  contain 
additional  printer  definitions. 

/Word.Lists  The  /Word.Lists  diskette  contains  the  following  files: 

WRDICTIONARY  contains  a  115,000-word 
dictionary  in  compacted  form. 

WP.THESAURUS  contains  WordPerfect's  Thesaurus 
in  compacted  form. 

Others  These  files  are  created  during  use: 

WP.BLK.TMP  is  used  to  store  block-move  text.  It  is 
located  on  the  default  prefix  (Of). 

WP.BV.TMP  is  the  top  overflow  file.  It  is  located  on 
the  Work  disk  prefix  (3/). 

WP.SUPPLEMENT  contains  words  temporarily  added 
to  the  dictionary.  It  is  located  on  the  system  prefix 
(1/). 

WP.TV.TMP  is  the  top  overflow  file.  It  is  located  on 
the  Work  disk  prefix  (3/). 

WP.TXT  contains  the  document  printed  to  disk.  It  is 
located  on  the  default  prefix  (0/). 

WP.TXT.TMP  is  the  file  used  to  store  a  document 
printed  from  screen.  It  is  located  on  the  default  prefix 
(0/). 

Any  file  with  a  .TMP  extension  is  deleted  when  you 
exit  WordPerfect. 


Word  Search 


When  you  want  to  select  all  the  files  from  the  File 
Management  screen  that  contain  one  or  more  specific 
words,  use  the  Word  Search  option. 

1  Choose  File  Management  from  the  File  menu. 

2  Click  on  Search  to  display  the  "Word  Pattern  1" 
message. 

WordPerfect  gives  you  the  opportunity  to  enter  up  to  9 
search  patterns.  The  search  starts  after  you  have 
entered  all  9  patterns  or  when  you  press  Return 
without  entering  a  pattern. 

When  the  search  is  completed,  only  the  files 
containing  a  search  pattern  are  shown  on  the  File 
Management  screen. 

A  pattern  consists  of  one  word  (40  characters 
maximum).  Upper  and  lowercase  letters  are 
considered  to  be  the  same. 

You  can  also  use  the  "="  and  "-"  characters  to  create  a 
pattern  (see  Wildcards  in  this  section  for  details). 

The  following  are  a  few  examples: 

book       select  all  files  that  contain  the  word  book. 

d-sk        select  all  files  that  contain  words  that 
match  the  d-sk  pattern  (e.g.,  desk,  disk, 
dusk). 

"disk="    select  all  files  that  contain  phrases  such  as 
disks  and  diskette. 


The  Word  Search  option  uses  WordPerfect  word 
dehmiters  and  will  not  find  hyphenated  words  and 
words  split  with  codes. 

Word  Search  will  not  traverse  directories  and  only 
checks  WordPerfect  documents  (WP  is  the  file  type) 
or  text  (TXT  is  the  file  type)  files. 


Work  Disk 


The  Work  disk  contains  the  temporary  files 
(WP.TV.TMP  and  WP.BV.TMP).  The  temporary  files 
increase  editing  space  by  using  disk  space  as  an 
extension  of  memory.  Imagine  that  your  screen  is  the 
visible  part  of  a  scroll  that  falls  above  and  below  your 
screen.  The  top  and  bottom  of  the  scroll  act  much  the 
same  as  the  top  and  bottom  temporary  files  with  the 
cursor  signaling  when  to  take  up  and  when  to  let  out. 

Overflow  files  are  stored  on  the  Work  prefix  (3/).  The 
Work  prefix  is  set  to  the  system  prefix  (If).  If  you 
want  to  change  the  setting: 

1  Choose  File  Management  from  the  File  menu. 

2  If  AVordPerfect  is  not  the  default  prefix,  insert  the 
AVordPerfect  diskette  into  one  of  your  drives,  then 
click  on  the  diskette  icon  until  the  "Path"  heading 
reads  "AVordPerfect." 

3  Move  the  cursor  to  the  WPDEFAULTS  file. 

4  Click  on  Delete,  then  click  on  OK  to  delete  the 
file. 

5  Click  on  Exit  to  exit  the  File  Management  screen. 

6  Choose  Quit  from  the  File  menu,  then  click  on  No 
to  exit  WordPerfect. 

7  Reboot  the  AVordPerfect  diskette. 

If  you  have  a  hard  disk  drive,  you  must  still  boot  the 
/WordPerfect  diskette. 

B  Type  the  name  of  the  AVork  diskette  (volume), 
then  click  on  OK. 

If  you  want  to  save  the  prefix  for  your  Work  diskette 
(volume),  see  Defaults  in  this  section. 
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Installation 


1 


) 


Introduction 


This  section  contains  step-by-step  instructions  for 
installing  WordPerfect  on  your  computer,  formatting 
and  copying  diskettes,  and  selecting  printers.  When 
you  have  questions: 

•  Try  to  duplicate  the  problem,  keystroke  by 
keystroke,  to  see  exactly  what  was  done. 

•  Check  the  documentation.  If  you  have  trouble 
with  a  particular  feature  or  need  help  performing  a 
task,  look  in  the  index  for  references  to  that  topic. 
You  can  also  use  a  Help  key  to  learn  about  specific 
features  (see  Help  in  the  Reference  section). 

•  Be  at  the  computer  and  call  customer  support. 

If  you  are  within  the  continental  United  States  or 
Hawaii,  toll-free  support  is  available  by  dialing: 

j  (800)  321-5906 

If  you  are  in  an  area  where  the  phone  system  does  not 
handle  toll-free  numbers,  you  can  access  customer 
support  by  dialing  (801)  226-6800. 

You  will  be  charged  by  the  phone  company  for  the 
call  if  you  decide  to  use  the  801  number. 

Once  you  dial  the  support  number,  an  "Automated 
Attendant"  helps  you  to  reach  the  support  group  you 
need  by  providing  one  or  two  additional  numbers  to 
dial.  If  your  question  does  not  fall  under  any  of  the 
categories  listed  by  the  Automated  Attendant,  simply 
stay  on  the  line  after  listening  to  the  message  and  an 
operator  will  be  with  you  shortly. 

)  The  customer  support  department  takes  calls  from 

7:00am  to  6:00pm  Mountain  Time  for  IBM  personal 
computers  and  compatibles.  For  all  other  computers, 
support  hours  are  from  8:00am  to  5:00pm. 
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steps 


Installing  WordPerfect  involves  the  follovi'ing  steps: 

1  Complete  the  Check  List;  answer  questions  about 
your  computer  and  printer  and  make  sure  you  have 
the  materials  needed  for  the  Installation  process.  Use 
the  check  list  as  you  work  in  this  section. 

2  Copy  Diskettes;  on  a  one  or  two  disk  drive  system, 
make  working  copies  of  the  WordPerfect  diskettes  and 
format  a  blank  disk  for  your  personal  files.  On  a  hard 
disk  system,  create  two  directories,  copy  WordPerfect 
files  into  one  and  use  the  other  for  personal  files. 

3  Start  WordPerfect;  boot  WordPerfect,  and  read  the 
READ.ME  file. 

4  Change  Prefixes;  change  WordPerfect's  default  and 
macro  prefixes. 

5  Select  Printers;  define  your  printer  and  printer 
card,  then  test  your  printer. 

6  Exit  WordPerfect;  learn  how  to  exit  the 
WordPerfect  program. 


1  Complete  the  Check  List 


The  following  check  list  helps  you  organize 
information  and  materials  needed  to  install 
WordPerfect.  Your  dealer  should  be  able  to  help  you 
answer  these  questions. 

What  kind  of  disk  system  are  you  using? 

□  Hard  disk  drive 

□  One  or  two  disk  drives 

What  is  the  brand  name  of  your  printer?   


If  you  have  more  than  one  printer  attached  to  your 
computer,  which  printer  will  you  use  most  often? 


Is  your  printer  parallel  or  serial? 

)  □  Parallel 

□  Serial 

If  your  printer  is  serial,  gather  the  following 
information  from  your  dealer  or  printer  manual: 

Baud  rate  

Parity  (none,  odd,  even)  

Stop  bits  (1  or  2)  

Data  bits  (7  or  8)  

Are  you  using  a  printer  card,  or  the  Apple  IIgs  built-in 
serial  ports? 

□  Printer  card 

□  Serial  ports 

) 
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If  you  are  using  a  printer  card,  complete  the  following 
information: 


Make  

Model  

If  you  are  using  the  serial  ports,  are  you  using  the 
modem  or  the  printer  port? 

□  Modem 

□  Printer  port 

How  is  paper  (forms)  fed  to  the  printer? 

□  Continuous 

□  Hand  fed 

□  Sheet  feeder 

If  you  have  a  sheet  feeder,  obtain  the  following 
information  from  either  your  dealer  or  your  sheet 
feeder  manual: 

Brand  name  

Number  of  paper  bins  (up  to  7)  

Number  of  extra  lines  between  pages  

Column  position  of  left  edge  of  paper  

The  last  two  items  may  be  found  by  trial  and  error. 

Is  the  same  printer  used  for  different  kinds  of  forms? 

□  Yes 

□  No 

For  example,  will  you  sometimes  hand  feed 
stationery  or  other  single  sheets  of  paper  to  a  printer 
that  is  commonly  used  for  continuous  forms? 


) 
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Check  the  following  items  to  make  sure  your 
WordPerfect  package  is  complete.  You  will  need 
these  items  for  installing  and  using  WordPerfect. 

□  3  diskettes:  AVordPerfect,  /Utilities,  and 
AVord.Lists 

□  WordPerfect  User's  Manual 

□  Quick  Reference 

□  Customer  Registration  Card 

Return  the  Customer  Registration  Card  to  qualify  for 
technical  support  from  WordPerfect  Corporation. 
Keep  the  stub  of  the  Customer  Registration  Card  as 
your  permanent  record  of  the  registration  number. 

If  you  have  a  one  or  two  disk  drive  system,  you  will 
need  the  following  additional  items  before  installing 
WordPerfect: 

□  4  blank  diskettes  and  4  labels 

Answer  the  following  questions  about  your  computer: 

•  Have  you  hooked  up  your  computer  and  printer? 

□  Yes 

□  No 

•  Do  you  know  how  to  care  for  diskettes? 

□  Yes 

□  No 

«    Do  you  know  where  the  Shift,  Caps  Lock,  Return, 
and  Delete  keys  are  located  on  your  keyboard? 

□  Yes 

□  No 

The  Delete  key  is  used  to  erase  mistakes  as  you  type. 

When  you  see  Enter  followed  by  bolded  text  in  this 
manual,  type  the  bolded  text,  then  press  Return. 
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2  Copy  Diskettes 


As  a  favor  to  you,  the  WordPerfect  diskettes  are  not 
copy  protected.  As  a  favor  to  us,  we  ask  that  you 
make  only  one  copy  to  work  with  and  save  the 
originals  as  backups.  Making  copies  for  any  other 
purpose  is  illegal. 

This  section  includes  separate  instructions  for 
computers  with  one  or  two  disk  drives  and  computers 
with  a  hard  disk. 

In  the  following  steps,  the  diskettes  that  came  in  your 
package  are  referred  to  as  original  diskettes. 

If  you  are  using  a  one  or  two  disk  drive  system,  you 
should  make  working  copies  of  your  original 
WordPerfect  diskettes  and  format  another  diskette  for 
your  personal  files. 

Write  the  following  on  4  diskette  labels,  then  place 
the  labels  on  4  blank  diskettes. 

/WordPerfect 
/Utilities 
/Word.Lists 
/Data 


To  make  working  copies  of  your  diskettes  on  a 
computer  with  one  or  two  disk  drives: 

1   Insert  the  original  /UtiUties  diskette  into  the  drive, 
and  turn  on  your  machine. 


tt  File  Edit  Vim  Special  Cdor 


UTILITIES 


1 
Trash 


2  Double-chck  on  the  Utihties  diskette  icon. 

3  Double-chck  on  the  SYS.UTILS  directory. 

4  Double-click  on  the  SYSUTIL.SYSTEM  file. 
The  Utilities  Main  iVIenu  is  displayed. 

5  Use  the  Arrow  keys  to  highlight  "Duplicate  a 
Disk,"  then  press  Return. 

6  Press  Return  to  accept  Slot  5,  Drive  1  as  the 
source  disk. 

7  Press  Return  to  accept  Slot  5,  Drive  1  as  the 
destination  disk. 

If  you  have  a  two  disk  drive  system,  instead  of 
accepting  Slot  5,  Drive  1  as  the  destination  disk, 
press  the  Right  Arrow  key  ( and  enter  2  as  the 
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drive  number.  If  you  have  a  RAM  disk  defined  in  the 
Control  Panel,  press  2  for  the  slot  number,  press  the 
Right  Arrow  key  ( ^),  then  enter  1  as  the  drive 
number. 

8  Enter  /utilities  as  the  name  of  the  new  volume. 

9  Replace  the  original  /Utilities  diskette  with  the 
diskette  you  labeled  /Utilities  on  a  one  disk  drive 
system,  or  insert  the  diskette  you  labeled  /Utilities 
in  drive  2  on  a  two  disk  drive  system. 

1 0  Press  Return  to  begin  formatting  and  copying. 

If  a  "DESTROY"  message  appears,  it  means  that 
there  are  files  on  the  destination  diskette.  Make  sure 
that  the  correct  diskette  is  in  the  drive  before 
selecting  Yes,  then  pressing  Return,  as  all  files  will 
be  erased  from  the  destination  diskette  before 
copying  begins. 

On  a  one  disk  drive  system,  you  will  need  to  swap 
diskettes  about  80  times. 

Follow  the  instructions  on  the  screen  until  you  see 
"Duplicating  ...  Done!." 

When  you  see  "Duplicating  ...  Done! ,"  you  have 
made  a  working  copy  of  the  /Utilities  diskette. 

1 1  Press  Return  to  return  to  the  Main  Menu. 

You  are  now  ready  to  copy  the  /WordPerfect  diskette. 

1  Replace  the  /Utilities  diskette  with  the  original 
/WordPerfect  diskette. 

2  Highlight  "Duplicate  a  Disk,"  then  press  Return. 

3  Enter  Slot  5,  Drive  1  as  the  source  disk. 

4  Press  Return  to  accept  Slot  5,  Drive  1  as  the 
destination  disk. 


If  you  have  a  two  disk  drive  system,  instead  of 
accepting  Slot  5,  Drive  1  as  the  destination  disk, 
press  the  Right  Arrow  key  ( ^)  and  enter  2  as  the 
drive  number.  If  you  have  a  RAM  disk  defined  in  the 
Control  Panel,  press!  for  the  slot  number,  press  the 
Right  Arrow  key  ( -^),  then  enter  1  as  the  drive 
number. 

5  Enter  /wordperfect  as  the  name  of  the  new 
volume. 

6  Replace  the  original  AVordPerfect  diskette  with  the 
diskette  you  labeled  AVordPerfect  on  a  one  disk 
drive  system,  or  insert  the  diskette  you  labeled 
AVordPerfect  in  drive  2  on  a  two  disk  drive 
system. 

7  Press  Return  to  begin  formatting  and  copying. 

Follow  the  instmctions  on  the  screen  until  you  see 
"Duplicating  ...  Done!." 

When  you  see  "Duplicating  ...  Done!,"  you  have 
made  a  working  copy  of  the  /WordPerfect  disk. 

8  Press  Return  to  return  to  the  Main  Menu. 

You  are  now  ready  to  copy  the  AVord.Lists  diskette. 

1  Replace  the  AVordPerfect  diskette  with  the  original 
AVord.Lists  diskette. 

2  Highlight  "Duplicate  a  Disk,"  then  press  Return. 

3  Enter  Slot  5,  Drive  1  as  the  source  disk. 

4  Press  Return  to  accept  Slot  5,  Drive  1  as  the 
destination  disk. 

If  you  have  a  tM>o  disk  drive  system,  instead  of 
accepting  Slot  5,  Drive  1  as  the  destination  disk, 
press  the  Right  Arrow  key  ( -^),  and  enter  2  as  the 
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drive  number.  If  you  have  a  RAM  disk  defined  in  the 
Control  Panel,  press!  for  the  slot  number,  press  the 
Right  Arrow  key  ( -^),  then  enter  1  as  the  drive 
number. 

B  Enter  /word.iists  as  the  name  of  the  new  volume. 

6  Replace  the  original  AVord. Lists  diskette  with  the 
diskette  you  labeled  /Word.Lists  on  a  one  disk 
drive  system,  or  insert  the  diskette  you  labeled 
/Word.Lists  in  drive  2  on  a  two  disk  drive  system. 

7  Press  Return  to  begin  formatting  and  copying. 

Follow  the  instructions  on  the  screen  until  you  see 
"Duplicating  ...  Done!." 

When  you  see  "Duplicating  ...  Done!,"  you  have 
made  a  working  copy  of  the  /Word.Lists  disk. 

8  Press  Return  to  return  to  the  Main  Menu. 

9  Highlight  "Quit." 

1 0  Press  Return  to  begin  exiting. 

1 1  Highlight  "Yes"  to  confirm  that  you  want  to  exit 
the  SYSUTIL.SYSTEM  file. 

1 2  Choose  Quit  from  the  File  menu  to  exit  the 
AJtilities  program. 

1 3  Turn  off  your  computer. 

If  you  are  using  a  hard  disk  system,  you  should  create 
two  directories  on  the  hard  disk:  one  for  WordPerfect 
files  and  one  for  your  personal  files.  Then,  copy  the 
WordPerfect  files  into  the  WordPerfect  directory. 

1  Turn  on  your  computer  and  hard  disk  drive. 

2  Insert  the  AJtilities  diskette  into  a  disk  drive. 


3  Run  the  SYSUTIL.SYSTEM  program  from  the 
/UtiUties  diskette. 

The  UtiUties  Main  Menu  is  displayed. 

4  Highlight  "Create  Subdirectory." 

5  Press  Return  to  create  a  subdirectory. 

6  Highlight  "ProDOS  Pathname,"  then  press  Return 
to  display  the  "Enter  ProDOS  Pathname"  message. 

7  Enter  lhard  disk  name,  for  example,  "/Applel." 

The  "Enter  name  for  new  subdirectory"  message 
appears. 

8  Enter  wordperfect  to  create  a  subdirectory  for  the 
WordPerfect  files. 

9  Press  Return  to  return  to  the  Main  Menu. 

1 0  Press  Return  to  create  another  subdirectory. 

1 1  Highlight  "ProDOS  Pathname,"  then  press  Return 
to  display  the  "Enter  ProDOS  Pathname"  message. 

1 2  Enter  lhard  disk  name,  again  to  display  the  "Enter 
name  for  new  subdirectory"  message. 

1 3 Enter  any  name  (e.g.,  Linda)  to  create  a  personal 
subdirectory  for  your  data  files. 

1 4 Press  Return  to  return  to  the  Main  Menu. 

15  Highlight  "Copy  Files,"  then  press  Return  to 
display  the  "Where  is  your  source  disk?"  message. 

1 6  Press  Return  to  enter  the  slot  and  drive  number. 

17  Press  Return  to  accept  Slot  5,  Drive  1  as  the 
location  of  the  source  disk. 
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If  Drive  1  is  not  displayed,  use  the  Arrow  keys  to 
move  to  the  drive  number,  then  enter  1 . 

18  Highlight  "ProDOS  Pathname,"  then  press  Return 
to  display  the  "Enter  ProDOS  Pathname"  message. 

1 9  Enter  the  complete  pathname  of  the  WordPerfect 
directory:  lhard  disk  name/wordperfect. 

20  Press  Return  to  highlight  "Some"  of  the  files. 

Using  the  Arrow  keys,  move  to  each  file  except 
PRODOS  and  SYSTEM  and  press  the  Space  Bar 
while  that  file  is  highlighted.  A  check  mark  is  placed 
in  front  of  the  file.  If  you  accidentally  mark  one  of 
the  two  files  listed  above,  press  the  Space  Bar  again 
to  remove  the  check  mark. 

When  every  file  except  PRODOS  and  SYSTEM  is 
marked  with  a  check  mark: 

21  Press  Return  to  begin  copying. 

The  message  "Copying  Complete"  appears  at  the 
bottom  of  the  screen  when  the  /Utilities  files  have 
been  copied  into  the  WORDPERFECT  subdirectory. 

22  Press  Return  to  return  to  the  Main  Menu. 

You  are  ready  to  copy  the  AVordPerfect  files  into  the 
WORDPERFECT  subdirectory. 

1  Press  Return  to  copy  more  files. 

2  Replace  the  /Utilities  diskette  in  the  drive  with  the 
/WordPerfect  diskette. 

3  Press  Return  to  enter  the  slot  and  drive  number. 

4  Press  Return  to  accept  Slot  5,  Drive  1  as  the 
location  of  the  source  disk. 


5  Highlight  the  "ProDOS  Pathname"  message,  then 
press  Return. 

6  Enter  lhard  disk  name/wordperfect  for  the 
destination. 

7  Press  Return  to  copy  "Some"  of  the  files. 

Using  the  Arrow  keys,  move  to  each  file  except 
PRODOS  and  SYSTEM  and  press  the  Space  Bar 
while  that  file  is  highlighted.  A  check  mark  is  placed 
in  front  of  the  file.  If  you  accidentally  mark  one  of 
the  two  files  listed  above,  press  the  Space  Bar  again 
to  remove  the  check  mark. 

When  every  file  except  PRODOS  and  SYSTEM  is 
marked  with  a  check: 

8  Press  Return  to  start  copying  the  files. 

9  Press  Return  again  to  confirm  the  destination 
disk. 

If  a  "File  already  exists"  message  appears,  press 
Return  to  continue  copying  the  WordPerfect  file  into 
the  WordPerfect  subdirectory. 

When  the  message  "Copying  complete"  appears  at  the 
bottom  of  the  screen: 

1 0  Press  Return  to  return  to  the  Main  Menu. 

You  are  now  ready  to  copy  the  AVord.Lists  files  into 
the  WORDPERFECT  subdirectory. 

1  Press  Return  to  copy  more  files. 

2  Replace  the  /WordPerfect  diskette  in  the  drive  with 
the  AVord.Lists  diskette. 

3  Press  Return  to  enter  the  slot  and  drive  number. 
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4  Press  Return  to  accept  Slot  5,  Drive  1  as  the 
location  of  tlie  source  disk. 

5  Highlight  the  "ProDOS  Pathname"  message,  then 
press  Return. 

6  Enter  lhard  disk  name  /wordperfect  for  the 
destination. 

7  Highlight  "All,"  then  press  Return  to  copy  all  the 
files  on  the  disk. 

The  message  "Insert  Destination  Volume"  appears. 

8  Press  Return  to  begin  copying. 

9  Press  Return  again  to  confirm  the  destination 
disk. 

When  copying  is  complete,  the  "Copying  Complete" 
message  appears. 

10  Press  Return  to  return  to  the  Main  Menu. 

1 1  Highlight  "Quit,"  then  press  Return  to  begin 
exiting. 

1 2 Press  Return  to  confirm  that  you  want  to  exit  the 
SYSUTIL.SYSTEM  file. 

1 3  Choose  Quit  from  the  File  menu  to  exit  the 
Utilities  program. 

1 4  Turn  off  your  computer 


3  Start  WordPerfect 


Once  you  have  copied  your  diskettes,  you  are  ready  to 
start  WordPerfect.  Save  your  original  WordPerfect 
diskettes  in  a  safe  place  and  use  the  working  copies 
you  have  just  made. 

To  start  WordPerfect  on  a  computer  with  one  disk 
drive,  insert  the  AVordPerfect  disk  into  the  drive  (if 
you  have  two  disk  drives,  the  drive  connected  directly 
to  the  computer),  and  turn  on  the  computer 

When  you  first  start  WordPerfect,  a  macro  named 
STARTMAC  displays  a  screenful  of  information,  then 
retrieves  a  document  named  READ.ME.  Read 
through  the  information,  then  follow  the  steps  below 
to  have  WordPerfect  start  with  a  clean  screen  rather 
than  with  STARTMAC  after  the  first  time. 

1  Choose  Close  from  the  File  menu,  then  click  on 
No  twice  to  clear  the  screen. 

2  Choose  Defaults  from  the  File  menu. 

3  Click  on  the  "Execute  STARTMAC  on  Startup" 
box  to  remove  the  "x"  from  the  box. 

4  Click  on  OK  to  confirm  the  decision  not  to  have 
STARTMAC  executed  each  time  you  start 
WordPerfect. 

You  are  now  ready  to  start  typing. 

Hard  Disk  To  start  WordPerfect  on  a  computer  with  a  hard  disk 

drive,  boot  your  machine,  then  run  the  WP.SYS16 
program. 

When  you  first  start  WordPerfect,  a  macro  named 
STARTMAC  displays  a  screenful  of  information,  then 


One  or  Two  Disk 
Drives 
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retrieves  a  document  named  READ.ME.  Read 
through  the  information,  then  follow  the  steps  below 
to  have  WordPerfect  start  with  a  clean  screen  rather 
than  with  STARTMAC  after  the  first  time. 

1  Choose  Close  from  the  File  menu,  then  click  on 
No  twice  to  clear  the  screen. 

2  Choose  Defaults  from  the  File  menu. 

3  Click  on  the  "Execute  STARTMAC  on  Startup" 
box  to  remove  the  "x"  from  the  box. 

4  Click  on  OK  to  confirm  the  decision  not  to  have 
STARTMAC  executed  each  time  you  start 
WordPerfect. 

You  are  now  ready  to  start  typing. 
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I  4  Change  Prefixes 


A  prefix  is  the  first  part  of  a  pathname.  It  includes  at 
least  the  name  of  a  diskette  (volume),  and  sometime 
the  name  of  a  directory.  Prefixes  are  used  as  shortcuts 
when  using  ProDOS. 

What  you  enter  in  response  to  any  Pathname,  Save,  or 
Retrieve  prompt  determines  whether  or  not  the  prefix 
is  used.  As  a  general  rule,  the  default  prefix  is  used 
when  the  first  character  you  enter  is  not  a  slash  (/). 
This  is  called  a  partial  pathname. 

When  you  enter  a  complete  pathname,  the  first 
character  is  a  prefix  number,  prefix  character,  or  a 
slash  (/),  and  the  prefix  is  not  used  (see  Prefix  in  the 
Reference  section  for  more  details). 

The  default  prefix  (0/  on  the  Prefix  screen)  is  an 
important  prefix  inasmuch  as  it  is  the  prefix  on  which 
files  without  specified  prefixes  are  stored. 

The  default  prefix  (0/)  is  originally  set  to  the  same 
prefix  as  the  system  prefix  (1/).  The  system  prefix  is 
set  to  where  the  WP.SYS16  file  is.  If  you  do  not  want 
files  that  you  create  saved  there,  you  must  change  the 
default  prefix. 

To  change  the  default  prefix: 

1  Choose  File  Management  from  the  File  menu. 

2  Click  on  Prefix. 

3  Move  the  cursor  to  the  default  prefix  (0/). 

4  Click  on  Change  Prefix. 

5  Type  the  new  prefix  name,  then  click  on  OK. 
8  Click  on  Exit  to  exit  the  Prefix  screen. 
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7  Press  Esc  to  exit  the  File  Management  screen. 

On  a  one  or  two  disk  drive  system,  type  "/Data"  if  you 
want  to  save  and/or  retrieve  files  from  a  disk  called 
"/Data". 

On  a  hard  disk  system,  type  lhard  disk 
name/personal  directory  name  if  you  want  to  save 
and/or  retrieve  files  from  your  personal  directory. 

The  macro  prefix  (number  4/  on  the  Prefix  screen), 
points  to  WordPerfect's  macros.  You  should  also  set 
the  macro  prefix  before  you  save  or  invoke  a  macro 
(follow  the  steps  above  and  use  prefix  4/  to  set  the 
macro  prefix). 

If  you  do  not  want  to  enter  new  default  and  macro 
prefixes  each  time  you  start  WordPerfect,  see  Defaults 
in  the  Reference  section. 


5  Select  Printers 


You  are  now  going  to  introduce  your  printer  and 
printer  card  to  WordPerfect. 

WordPerfect  lets  you  select  up  to  3  printers  and  3 
printer  cards.  You  need  to  know  the  brand  name  of 
your  printer  and  printer  card  (and  sheet  feeder,  if  you 
have  one)  before  you  begin. 

If  your  printer  is  not  listed  on  the  Printer  Selection 
Menu  or  if  you  are  using  an  Apple  LaserWriter,  please 
see  Printer  Troubleshooting  in  the  Appendix.  If  you 
need  further  assistance,  call  one  of  the  Technical 
Support  numbers  listed  in  the  introduction  to  this 
section. 

To  select  your  printers: 

1  Choose  Printer  Control  from  the  Print  menu. 

2  Click  on  the  "Select  Printers"  button. 


itPiU  Edit  Search  Print  Line  Pnge  Style  Footniitt  Specigl 


  Printer  Selection 

laniBMiil  Printer  Cards 


m  368  ILf 
NEC  Spinwriter  355B 
HEC  Spinwriter  8818/8838 
NEC  Spinwriter  8858 
Skidatn  Hicroline  292  fstd) 
Okidsta  Microline  92/93  (std) 
Panasonic  KX-P1891 
Panasonic  KX-P1B92/1993 
Qume  LetterPro  . 
qunie  Sprint  WWli/iH 


am  fusder  /  Printed! 
.'Mm  {use  "Otiier"  (11)) 
Print- it! 

Pr interface  /  Tiger  Print 
Suadrom  flPIC  C/G 
Seriol       /  lie  (9688) 
SeriBll 

Super  Serial  /  Ilo  (1298) 

Videx  PSIO  (parollel) 

Videx  PSIO  /  Super  Ser  Imager 


Slot  IT 


[  Conctl  ] 


Type  of  Forms  ®1.  Continuous 

0 2.  Hand  Fed 

0 3.  Sheet  Feeder 


The  order  of  printers  on  your  screen  may  be 
different. 
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3  Click  on  the  name  of  the  printer  you  are  using. 
Use  the  scroll  box  to  scroll  down  the  list. 

4  Click  on  the  name  of  your  printer  card. 

5  Click  on  the  "Slot"  box,  then  type  your  printer  slot 
number  (this  will  almost  always  be  1). 

If  you  are  using  an  Apple  Has  built-in  serial  port, 
make  sure  that  the  defaults  are  selected  in  the 
Control  Panel  (see  your  Apple  Has  Owner's  Guide 
for  information  on  the  Control  Panel). 

6  Click  on  the  button  corresponding  to  the  type  of 
forms  you  are  using. 

If  you  are  using  Sheet  Feeder  forms,  another  selection 
menu  will  appear  Click  on  the  name  of  the  feeder 
you  are  using,  then  click  on  OK.  Press  Tab  three 
times  to  move  the  cursor  to  the  "Number  of  Sheet 
Feeder  Bins"  box,  type  the  number  of  sheet  feeder 
bins  you  have,  then  click  on  OK. 

7  If  you  use  other  printers,  click  on  OK  and  define 
them  by  repeating  the  previous  four  steps. 

The  number  of  the  printer  you  are  defining  will 
appear  at  the  top  of  the  Printer  Selection  Menu. 


8  When  you  finish  defining  printers,  cUck  on  OK 
until  you  see  the  Printer  Control  dialogue. 


#  File  Edit  Search  Print  Line  Page  Style  Footnote  Special 

Untitled 

i 

Priater  Coatrol 

1 1  J  select  rrini  ii{itions  i  u  j  lioncei  rrinting 
(T)  Disploa  Printers      (T)  "Go"  (Resae  Printing) 
CD  Select  Printers       (T)  Print  a  Docunent 
^p)  Exit                CD  Stop  Printing 

Printer  Infmotion 

Poge  Hunber:  n/a     :           Reiaining  Copies:  n/a 
Printer  Status:  The  printer  is  idle 

Doc  1  Pg 

1  In  1  Pos  18 

9  Click  on  Exit  to  exit  the  Printer  Control  dialogue. 
To  test  your  printer: 

1  Type  This  is  a  test  to  see  if  my  printer  works, 

2  Choose  Print  from  the  Print  menu. 
Hand-Fed  Forms 

If  you  have  specified  hand-fed  forms,  your  computer 
will  beep.  This  is  to  remind  you  to  insert  a  sheet  of 
paper  into  the  printer. 

1  Choose  Printer  Control  from  the  Print  menu. 

2  Click  on  the  "Go  (Resume  Printing)"  button  to 
resume  printing. 

The  Select  Printers  step  can  be  repeated  at  any  time  to 
change  or  add  printers.  However,  to  define  your 
printer(s)  so  that  you  do  not  have  to  select  it  each  time 
you  start  WordPerfect,  see  Defaults  in  the  Reference 
section. 
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6  Exit  WordPerfect 


When  you  finish  using  WordPerfect,  ALWAYS  exit 
the  program  before  turning  off  your  machine. 
Turning  off  the  machine  before  exiting  may  cause 
problems. 

1  Choose  Close  from  the  File  menu. 

2  CHck  on  No  to  continue  exiting  without  saving  the 
document. 

3  Click  on  Yes  to  exit  WordPerfect. 


Appendix 


) 


) 


) 


Printer  Troubleshooting 


In  order  to  support  the  largest  number  of  Apple  II 
systems,  all  printer  information  is  stored  on  disk. 
This  design  makes  WordPerfect  compatible  with 
virtually  any  system  configuration.  For  simplicity, 
diffeiient  files  are  used  for  each  of  the  items  specific  to 
your  system.  These  files  are: 

Printer  definitions:  WPPRINTER 
Printer  card  definitions:  WP.CARD 
Printer  font  definitions:  WRFONT 
Sheet  feeder  definitions:  WP.FEED 

A  working  copy  of  these  files  is  located  on  the 
AVordPerfect  diskette  (volume);  a  second  copy  is  on 
the  /Utilities  diskette  (volume).  When  you  select  a 
printer,  the  printer  and  printer  card  definitions  are 
loaded  from  the  system  prefix  (1/)  into  your  computer 
The  system  prefix  (1/)  will  not  be  needed  again  unless 
you  change  the  printer  number  If  you  do  this  and 
WordPerfect  cannot  find  the  AVordPerfect  diskette 
(volume),  it  will  ask  you  to  insert  the  /WordPerfect 
diskette  (volume). 

There  are  about  200  printer  definitions  included  with 
the  program,  although  only  32  may  be  seen  on  the 
Printer  Selection  menu.  If  your  printer  is  not  on  the 
list,  check  on  the  /Utilities  diskette  (volume)  for 
additional  definitions  (i.e.,  WPPRINTER.  1, 
WPPRINTER.2).  Using  the  SYS.UTILS  program  on 
the  /Utilities  diskette  (volume),  copy  one  of  these  files 
onto  your  /WordPerfect  diskette  (volume)  as 
WPPRINTER.  This  will  overwrite  the  current 
WPPRINTER  file,  which  can  still  be  found  on  your 
/Utilities  diskette  (volume).  If  you  cannot  find  your 
printer  on  the  new  Printer  Selection  menu,  repeat 
these  steps  with  another  printer  file. 
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More  printers  may  be  defined  by  the  time  you  read 
this,  or  your  printer  may  be  compatible  with  a 
different  brand  (most  printers  will  at  least  print  under 
the  line  printer  definition).  Read  the  following  pages 
and  then  write  or  call  before  you  try  to  define  your 
own  printers,  cards,  and  fonts. 

WordPerfect  Corporation 
Apple  Support 
288  West  Center  Street 
Orem,  UT  84057 

You  may  also  contact  us  by  telephone  at  (800)  321- 
5906  or  (801)  226-6800  during  business  hours  or  our 
Bulletin  Board  modem  at  (801)  226-1605  anytime. 

LaserWriter  or  To  use  the  LaserWriter  or  LaserWriter  Plus  with 

LaserWriter  Plus  WordPerfect,  the  following  steps  are  necessary: 

1  Copy  the  WRFONT.  1  file  from  the  /Utilities 
diskette  to  the  AVordPerfect  diskette  (or  if  you 
have  a  hard  disk,  to  your  WordPerfect  directory) 
and  rename  it  WP.FONT. 

2  Copy  the  WRPRINTER.5  file  from  the  /Utilities 
diskette  to  the  /WordPerfect  diskette  (or  if  you 
have  a  hard  disk,  to  your  WordPerfect  directory) 
and  rename  it  WPPRINTER. 

3  Copy  the  PSCRIPT.PS,  INITLWRT.PS,  and 
XONXOFF.PS  files  from  the  /Utilities  diskette  in 
the  LaserWriter  directory  to  the  /WordPerfect 
diskette  (or  if  you  have  a  hard  disk,  to  your 
WordPerfect  directory). 

If  you  are  using  a  LaserWriter  Plus,  you  do  not 
need  to  copy  the  XONXOFF.PS  file. 

4  Select  the  Apple  LaserWriter  printer  definition  and 
the  proper  printer  card  (or  the  IIos  port). 
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5  Each  time  you  turn  on  your  printer  for  use  with 
WordPerfect  2.0  for  the  Apple  IIgs,  it  is  necessary 
to  download  the  file  XONXOFF.PS  to  your  printer 
to  tell  it  how  to  communicate  with  WordPerfect. 

If  you  do  not  use  your  printer  with  other  programs, 
it  will  not  be  necessary  to  repeat  step  5,  even  if  you 
turn  off  the  printer 

If  you  are  using  a  LaserWriter  Plus,  you  do  not 
need  to  do  step  5. 

To  download  the  file  to  the  printer,  begin  with  a  new 
document,  use  the  Insert  Printer  Command  option  in 
the  Print  menu  and  enter  the  name  XONXOFF.PS. 
Then,  select  File  of  Printer  Commands,  and  click  on 
OK.  You  have  now  created  a  document  which  will 
download  the  proper  file  to  the  printer  for  you.  Select 
the  line  printer  as  your  printer  (only  for  this  special 
document)  and  the  proper  card  definition.  Then,  print 
the  document. 

)   Your  Printer  Will  Not     First  check  the  message  on  the  Printer  Control  screen. 
Print  This  screen  shows  the  status  of  your  printer  from 

WordPerfect's  point  of  view. 

Look  at  the  Printer  Status  on  the  Printer  Control 
menu.  If  the  message  is  "Send  a  Go  to  resume 
printing,"  then  click  on  the  "Go  (Resume  Printing)" 
button. 

Check  to  make  sure  the  printer  is  turned  on,  on-line, 
the  cables  are  tightly  plugged  into  both  ends,  paper  is 
rolled  in,  and  there  is  ample  ribbon.  Make  sure  the 
correct  printer  card  slot  was  chosen  when  selecting 
printers. 

Other  things  you  might  try: 
)  1   Choose  Printer  Control  from  the  Print  menu. 

2  Click  on  the  "Stop  Printing"  button. 

3  Turn  the  printer  off,  then  on  again. 
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4  Click  on  the  "Go  (Resume  Printing)"  button  to 
resume  printing. 

If  the  printer  still  does  not  print; 

5  Click  on  the  "Stop  Printing"  button. 

6  Click  on  the  "Cancel  Printing"  button. 

7  Click  on  Exit  to  exit  the  Printer  Control  dialogue. 

8  Choose  Print  from  the  Print  menu. 
If  the  printer  still  does  not  print: 

9  Click  on  the  "Select  Printers"  button. 

1 0  Click  on  "Line  Printer." 

1 1  Click  on  OK  until  you  exit  the  Printer  Selection 
dialogue. 

1 2  Click  on  Exit  to  exit  the  Printer  Control  dialogue. 

1 3  Choose  Print  from  the  Print  menu  to  print  the 
document. 

If  the  document  prints  under  this  printer  definition, 
retrieve  and  print  the  PRINTER.TEST  file  found  on 
the  AVordPerfect  diskette  to  see  which  features  work 
and  which  features  do  not. 

Your  Printer  is  Make  sure  the  WordPerfect  screen  is  visible  while  the 

Printing  Very  Slowly       printer  is  running  instead  of  the  Printer  Control 

dialogue.  While  printing  is  possible  from  the  Printer 
Control  dialogue,  you  should  not  stay  there. 


j 
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Your  Printer  is  There  are  four  general  conditions  in  tliis  category: 

Printing  Garbage 

Prints  nothing  but  garbage 

•  Check  that  the  cable  is  plugged  in  tightly  at  both 
ends. 

•  Check  the  dip  switches  on  your  printer  and  baud 
rate  in  the  card  definition. 

•  Turn  the  printer  off  and  then  on  again. 

•  Check  that  the  switch  settings  are  correct  (see 
your  Printer  Manual). 

Approximately  every  other  character  is  garbage 

•  Check  the  parity  switch  on  your  printer  and  in  the 
printer  definition  to  make  sure  that  it  is  correct. 

Prints  garbage,  loses  characters,  or  goes  into  error 
state  after  printing  part  of  the  document  correctly 

•  The  printer  cable  may  be  incorrectly  wired. 

•  The  printer  card  definition  is  wrong. 

Prints  garbage  at  top  and  bottom  of  page 

•  You  told  WordPerfect  you  have  a  sheet  feeder 
(Select  Printers)  and  you  really  do  not. 

•  You  have  a  sheet  feeder  but  you  chose  the  wrong 
one  (Select  Printers). 

•  The  wrong  printer  was  selected  (Select  Printers). 

•  An  "Embedded  Printer  Code"  was  entered 
incorrectly  and  your  printer  thinks  the  characters 
are  regular  characters  (Insert  Printer  Command). 

The  paper  feeds  incorrectly 

»    The  sheet  feeder  may  have  been  incorrectly 
defined. 

•  You  may  have  specified  continuous  forms  and  you 
are  hand  feeding  paper  into  the  printer. 

"    You  may  have  specified  the  wrong  page  length. 

Page  Format  Many  page  format  problems  are  caused  by  unwanted 

Problems  codes.  Search  for  codes  you  suspect  are  causing 

problems,  such  as  margins,  spacing,  headers/footers, 
page  numbering,  etc.,  and  delete  them. 
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Double  spacing;  turn  off  any  AUTO-LF  (line  feed), 
AUTO-SCROLL,  or  AUTO-CR  (carriage  return) 
settings  on  your  printer. 

Line  creep;  many  dot  matrix  printers  can  print  up  to 
80  ciiaracters  on  a  line.  If  you  print  a  line  with  more 
than  80  characters  and  spaces,  it  will  wrap  remaining 
characters  to  the  next  line. 

Superscripts  and  subscripts;  subscripts  on  a  printer 
with  a  tractor  feed  are  sometimes  able  to  move  down 
but  not  back  up  again  (use  just  the  pinch  rollers 
instead  of  the  tractor  feed).  You  may  be  able  to 
change  the  printer  definition  (Printer  Utility)  to  do 
superscripts  and  subscripts  correctly. 

Bolding  and  underlining;  many  printers  can  do 
either  double  striking  or  shadow  printing  to  highlight 
text.  Use  the  Printer  Utility  to  change  shadow 
printing  to  enhanced  bolding. 

If  your  printer  is  printing  a  series  of  underscores 
instead  of  a  solid  underline,  look  in  your  printer 
manual  for  the  correct  underline  code  and  change  the 
printer  definition  using  the  Printer  Utility. 

Proportional  spacing;  some  printers  cannot  do 
proportional  spacing.  If  you  are  not  sure  if  your 
printer  will,  check  the  following; 

•  Did  you  enter  10  for  the  pitch? 

•  Is  there  an  "x"  in  the  "Proportional"  box? 

•  Did  you  select  a  proportional  font? 

•  Did  you  turn  off  proportional  spacing  at  your 
printer  (let  WordPerfect  handle  proportional 
spacing)? 
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RAM  Disk 


If  you  have  1  megabyte  of  memory  or  more  in  your 
Apple  Has,  you  may  want  to  direct  WordPerfect's 
overflow  and  work  files  to  a  RAM  disk.  One  reason 
for  doing  this  would  be  to  speed  block  cut  and  copy 
operations. 

Before  directing  the  files  to  the  RAM  disk,  select  a 
RAM  disk  size  on  the  Control  Panel  (see  the  Apple 
IIos  Owner's  Manual  for  information  on  the  Control 
Panel),  turn  off  the  computer,  wait  for  10  seconds, 
then  turn  on  the  computer 

One  and  Two  Disk  On  a  one  or  two  disk  drive  system: 

Drives 

1  Delete  the  WRDEFAULTS  file  on  the 
/WordPerfect  diskette. 

You  must  delete  the  WP.DEFAULTS  file  to  get 
WordPerfect  to  ask  for  the  location  of  the  Work  disk 
the  next  time  you  boot  WordPerfect. 

2  Exit  WordPerfect. 

3  Reboot /WordPerfect. 

4  When  WordPerfect  asks  you  to  enter  the  name  of 
the  Work  disk,  enter  the  prefix  of  your  RAM  disk. 

You  may  save  the  setting  by  using  the  Defaults  feature 
(see  Defaults  in  the  Reference  section). 

Hard  Disk  For  a  hard  disk  system: 

"I   Run  WordPerfect  as  you  normally  do. 

2  Delete  the  WRDEE^ULTS  file  from  the 
/WordPerfect  volume. 

3  Boot  the  /WordPeifect  diskette. 
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4  When  WordPerfect  asks  you  to  enter  the  name  of 
the  Work  disk,  enter  the  prefix  of  your  RAM  disk. 

You  may  save  the  setting  by  using  Defaults  (see 
Defaults  in  the  Reference  section). 


WordPerfect  and  ProDOS 


To  understand  how  WordPerfect  and  ProDOS 
communicate,  we  need  to  establish  some  vocabulary 
and  understanding  about  ProDOS.  ProDOS  stands  for 
Professional  Disk  Operating  System  and  is  a  program 
written  by  Apple  Computer,  Inc.  When  you  turn  on 
your  computer,  ProDOS  tells  the  computer  how  to 
read  from  and  write  to  the  diskette  in  the  disk  drive. 
WordPerfect  simply  tells  ProDOS  what  to  read  from 
and  write  to  the  diskette,  and  ProDOS  does  the  rest. 
Some  of  the  important  ProDOS  terms  are  defined 
below: 

Booting 

Booting  is  the  process  of  loading  ProDOS  into 
memory.  This  is  done  by  placing  the  disk  you  want  to 
boot  into  drive  1  and  turning  on  the  power,  or  by 
pressing  the  Apple  key,  the  Control  key,  and  Reset 
key  simultaneously  (releasing  the  Apple  key  last). 

Directories 

A  directory  is  a  special  file  (often  called  a  folder)  that 
holds  the  names  of  a  group  of  files.  ProDOS  uses 
directories  to  organize  the  files  on  a  diskette  (volume) 
or  hard  disk. 

When  you  organize  your  files  into  groups,  each  group 
becomes  a  directory.  You  first  create  a  directory,  then 
copy  a  group  of  filenames  into  the  directory. 

You  can  also  create  a  directory  within  a  directory. 
Some  applications  refer  to  these  as  subdirectories.  We 
refer  to  all  directories,  whether  they  are  within  another 
directory  or  not,  as  directories. 

To  create  a  directory,  use  the  Create  option  on  the  File 
Management  screen  (see  Directories  in  the  Reference 
section). 
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Filename 

A  filename  is  the  name  given  to  a  file  on  a  diskette. 
To  retrieve  a  certain  document,  you  must  know  its 
filename.  Filenames  may  be  seen  when  you  choose 
the  File  Management  feature  from  the  File  menu. 

Pathname 

A  pathname  consists  of  the  location  and  name  of  a 
file.  The  pathname  is  required  to  save  or  retrieve  a 
file.  A  complete  pathname  is  written  in  the  following 
format: 

/volume  name/directory  name/filename, 

or 

/volume  name/filename. 
Prefix 

A  prefix  is  the  first  part  of  a  pathname.  It  includes  at 
least  the  name  of  a  diskette  (volume)  and  sometimes 
the  name  of  a  directory.  Prefixes  are  used  as  shortcuts 
when  using  ProDOS. 

What  you  enter  in  response  to  any  Pathname,  Save,  or 
Retrieve  prompt  determines  whether  or  not  the  prefix 
is  used.  As  a  general  rule,  the  default  prefix  is  used 
when  the  first  character  you  enter  is  not  a  slash  (/). 
This  is  called  a  partial  pathname.  When  you  enter  a 
complete  pathname,  the  first  character  is  a  prefix 
number,  a  prefix  character,  or  a  slash  (/),  and  the 
default  prefix  is  not  used  (see  Pathname  in  this 
section). 

WordPerfect  prefixes  may  be  changed  to  any  diskette 
(volume)  by  using  the  Prefix  option  on  WordPerfect's 
File  Management  dialogue. 

Volume  name 

ProDOS  keeps  track  of  a  diskette  by  the  name  given  it 
when  it  is  formatted  (or  renamed),  not  by  the  disk 
drive  it  is  in.  In  order  to  use  a  certain  diskette,  you 
must  know  its  name. 
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Glossary 


ASCII 

Baud 

Bit 
Block 

Boot 


Boot  Prefix 


Byte 


Codes 


American  Standard  Code  for  Information  Interchange 
is  one  of  the  standard  formats  for  representing 
characters  so  that  files  can  be  shared  between 
programs. 

The  rate  of  speed  (referred  to  as  baud  rate)  at  which 
information  is  sent  between  two  computer  devices.  It 
is  used,  for  example,  when  sending  files  to  serial 
printers  or  across  modems. 

A  binary  digit,  the  smallest  storage  unit  for  data  in  a 
computer. 

(1)  A  marked  portion  of  your  text  which  can  be  used 
with  editing  features  such  as  Bold,  Underline,  etc.;  (2) 
512  bytes.  The  File  Management  screen  reports  file 
size  in  blocks. 

To  start  your  computer.  This  can  be  done  by  turning 
off  the  computer,  waiting  a  few  seconds  (to  avoid 
hardware  problems),  then  turning  it  on  again.  Booting 
can  also  be  done  by  pressing  the  Apple,  Control,  and 
Reset  keys  simultaneously. 

The  prefix  pointing  to  the  volume  from  which  you 
booted  your  computer  (*/  on  the  Prefix  screen). 

The  amount  of  space  needed  to  store  a  single 
character  (number,  letter,  or  code).  A  byte  generally 
represents  8  binary  digits  (bits).  For  example,  if  a 
character  requires  one  byte  of  storage  space,  that  one 
byte  is  translated  to  8  bits  when  processed  in  the 
computer.  1024  bytes  equals  one  kilobyte  (Kb). 

Symbols  that  control  how  documents  appear  on  the 
screen  and/or  at  the  printer  Most  WordPerfect 
functions  insert  codes  into  a  document.  These  codes 
may  change  the  appearance  of  text  in  a  document 
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window.  They  appear  as  special  symbols  (usually  in 
brackets)  in  the  Codes  window. 

Perforated  computer  paper  that  is  fed  automatically 
into  a  printer. 

The  prefix  pointing  to  the  volume  on  which  files  will 
automatically  be  stored  unless  another  prefix  is 
specified  (number  0/  the  Prefix  screen). 

The  startup  settings  of  WordPerfect  (sometimes 
referred  to  as  initial  or  factory  settings).  The  initial 
formats  may  be  changed,  but  will  be  reset  to  the 
default  each  time  the  program  is  started.  (If  you  do 
not  like  a  WordPerfect  default  setting,  you  can  change 
it  permanently  using  the  Defaults  feature.) 

Special-purpose  programs  that  are  available  to  the 
user  regardless  of  which  application  is  running  (e.g., 
clock,  calculator). 

An  apparatus  (e.g.,  disk  drive)  which  transfers  data  to 
or  from  a  computer. 

A  convention  assigned  to  the  file,  determined  by  the 
file's  internal  structure.  The  file  type  tells  Word- 
Perfect what  to  expect  when  retrieving  the  file.  For 
example,  WordPerfect  looks  at  a  file  before  retrieving 
to  be  sure  it  has  a  file  type  of  WP  or  TXT. 

A  print  style.  Dot  matrix  or  laser  printers  may  have  a 
number  of  built-in  fonts  as  well  as  font  cartridges  that 
can  be  inserted  into  the  printer  Impact  printers  have 
print  wheels  or  thimbles  that  can  be  changed. 

(1)  A  collective  term  for  margins,  spacing,  pitch,  page 
length,  and  in  general,  the  visual  appearance  of  the 
printed  page;  (2)  the  process  of  making  a  blank  disk 
usable  by  the  computer 

The  process  of  feeding  single  sheets  of  paper  into  the 
printer,  one  page  at  a  time. 


Kilobyte  (Kb) 
Macro 

Macro  Prefix 
Memory  (RAM) 

Merge 

Overflow  Files 

Parallel  Printer 
Pathname  (complete) 


Pathname  (partial) 

Pitch 
Port 


1024  (2'")  bytes. 

A  special  file  that  remembers  a  series  of  keystrokes  to 
be  used  later. 

The  prefix  which  points  to  the  volume  on  which 
macros  are  stored  (number  4/  on  the  Prefix  screen). 

The  working  space  for  the  program  you  are  using. 
Anything  in  Random  Access  Memory  (RAM)  is 
erased  when  the  power  to  the  computer  is  turned  off. 

Short  for  mail-merge.  Inserts  fields,  files,  and 
keyboard  input  into  specific  places  in  a  form  to 
automate  and  personalize  letters,  mailing  labels,  mass 
mailings,  order  forms,  contracts,  etc. 

Temporary  files  that  use  disk  space  to  hold  part  of  the 
document  on  your  screen  when  it  will  not  fit  in 
memory. 

A  type  of  printer  that  receives  information  from  the 
computer  through  a  parallel  interface. 

The  full  path  that  ProDOS  must  follow  to  get  to  a 
specified  file.  A  complete  pathname  always  begins 
with  a  prefix  number,  a  prefix  character,  or  a  slash, 
includes  the  name  of  the  volume,  and  ends  with  the 
name  of  a  file. 

The  part  of  a  pathname  which  follows  the  prefix  to 
create  a  complete  pathname.  A  partial  pathname 
never  begins  with  a  slash. 

Number  of  characters  per  inch.  Pica  is  10  pitch  and 
Elite  is  12. 

A  connection  device  between  a  computer  and  another 
component  like  a  printer  or  modem.  For  example,  a 
printer  cable  is  plugged  into  a  port  on  the  computer  so 
information  can  be  sent  to  the  printer. 
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Prefix 

Prefix  Number 
RAM  Drive 
Serial  Printer 
Sheet  Feeder 
Slot 

System  Library  Prefix 

System  Prefix 

Tractor  Feed 
Volume 
Work  Prefix 


The  first  part  of  a  pathname.  It  includes  at  least  the 
name  of  the  diskette  (volume)  and  sometimes  the 
name  of  a  directory. 

A  code  used  to  represent  a  particular  prefix.  There  are 
nine  prefix  numbers  (*/,  0/,  II,  ...If). 

RAM  or  Dynamic  Memory  Drive.  Uses  memory 
(RAM)  as  if  it  were  a  disk  drive. 

A  type  of  printer  that  receives  information  from  the 
computer  by  way  of  a  serial  interface. 

A  device  that  feeds  single  sheets  of  cut  paper  (paper 
without  perforations)  into  your  printer. 

Short  for  expansion  slot.  A  place  inside  the  computer 
where  cards  for  disk  drives,  printers,  etc.,  can  be 
plugged  in. 

The  prefix  which  points  to  the  volume  on  which 
library  files  are  located  (number  2/  on  the  Prefix 
screen). 

The  prefix  which  points  to  the  volume  where 
WordPerfect  originated  (number  1/  on  the  Prefix 
screen). 

A  device  that  feeds  continuous  paper  to  a  printer  by 
means  of  tractor  wheels  turning  through  the  perfory. 

Another  term  for  disk,  either  flexible  or  hard.  Volume 
is  a  general  term  referring  to  a  storage  device. 

The  prefix  which  points  to  the  volume  on  which 
•overflow  files  are  stored  (number  3/  on  the  Prefix 
screen). 
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A 

Adding  Words,  428 

To  Dictionary,  432 
Adjust,  226 
Advance,  245 

Down,  245 

Up,  245 
Advanced  Features,  115 
Align 

Tab,  442 

Text,  442 
Alignment  Character 

Change,  198 

Set,  442 
Append,  247 
Apple  LaserWriter,  446 
Applications 

Merge,  363 
Arrow 

Keys,  271 

Mouse,  6 
Assembly 

Document,  228 
Automatic  Page  Break,  370 
Automatically  Correct  a  Word,  94 

II 

Bar 

Scroll,  7 

Title,  7 
Between  Margins 

Center  Text,  257 
Bin  Number 

Sheet  Feeder,  419 
Binding  Width,  248,388 


Block,  ii,249 

Delete,  287 

Print,  88 

Print  Text,  387 

Save,  411 
Boilerplates 

Merge,  235 
Bold,  38,250 

Existing  Text,  250 

Remove,  250 

Type  Text,  250 
Booting,  453 
Box 

Close, 6 

ScroU,  270,412 

Size,  7 

Zoom,  7 
Break 

Automatic  Page,  370 
Buffer 

Edit  Size,  282 

c 

^C  Console,  202,365 
Cancel,  252 

Printing,  252 
Capitalization,  254 
Caps  Lock,  40 
Case  Conversion,  254,255 
Center,  38 

Existing  Text,  258 

Heading,  69 

Page,  52,256 

Text,  257 

Text  Between  Margins,  257 


Chain  to  Macro 

^G,  365 
Chaining  Macros,  155,351 
Chains 

Conditional  Macro,  166,353 
Create  Repeating  Macro,  163 
Macro,  155 

Repeating  Conditional  Macro, 
175 

Repeating  Macro,  161,352 
Simple,  351 
Change 

Alignment  Character,  198 
Dictionary,  427 
Endnote  Margins,  310 
Endnote  Numbering 

Styles,  141 
Footer  Margins,  324 
Footnote  Margins,  310 
Footnote  Numbering  Styles, 
141 

Header  Margins,  324 

Note  Margins,  310 

Prefixes,  437 

Spacing,  120 

Underline  Style,  69 
Changing 

Dictionary,  43 1 

Print  Wheels,  303 
Character 

Change  Alignment,  198 

Go  To,  320 

Set  Alignment,  442 
Check 

Location  of  a  Word,  435 

Spelling,  90,424 

Spelling  in  Footers,  324 

Spelling  in  Headers,  324 
Choosing  Features,  9 
Clean  Screen,  260 


Clear 

Key,  12 

Window,  6 
Clicking,  270 
Clipboard,  261 

Viewing,  261 
Close,  262 

Box,  6 
Code(s),  16,263 

Delete,  24,283 

Merge,  365 

Screen,  283 

Show,  420 
Colors,  266 
Column(s) 

Center,  258 

Flush  Right,  302 

Page  Number  Position,  376 
Combine 

Macros  and  Merges,  208 

Two  Documents,  68 
Commands 

Printer,  390 
Common  Word  List 

Display,  435 
Complete  Pathname,  380 
Conditional 

Chains,  353 

End  of  Page,  267 

Macro  Chains,  166,353 

Repeating,  175 
CONFIG.SYSTEM,  457 
Console 

^C,  202,365 
Control 

Cursor,  272,296 

Key,  12 

Printer,  392 
Conversion,  Case,  254 


Convert,  268 

Case,  255 
CONVERT.SYS16,458 
Copies 

Print  Number  of,  388 
Copy,  275 

Diskettes,  426 

Sentence,  85 
Copy  Diskettes 

Hard  Disk,  430 

One  Disk  Drive,  426 

Two  Disk  Drives,  426 
Correct 

Overprinting  Problem,  74 

Word  Automatically,  94 

Word  Manually,  97 
Count 

Repeat,  403 

Word,  429 
Create 

Dictionary,  43 1 

Directory,  288 

Endnote  Page,  138 

Endnotes,  136 

Footers,  322 

Footnote,  122,134 

Headers,  322 

Macro,  157 

Note,  305 

Repeating  Macro  Chain,  163 
Secondary  File,  184 
Cursor,  6 
Control,  296 

Control  with  Features,  272 
Keys,  12 
Movement,  270 
Cut,  275 


^D  Date,  199,365 
Date 

^D,  199,365 

Format,  276 

Insert,  49,276 

Merging,  277 

Text,  276 
Defaults,  278 
Define 

Macro,  148 
Delete 

Block,  287 

Code(s),  24,283 

Double  Word,  95 

File(s),  65,285 

Key,  13 

Keyboard  Equivalent,  431 
Multiple  Tabs,  445 
Note,  307 
Tab,  444 
Text,  49,286 

Words  from  Dictionary,  433 
Deleting 

With  Features,  286 

With  Keys,  286 
Dictionary,  430 

Add  Words  to,  432 

Change,  427,  431 

Create,  431 

Delete  Words  From,  433 
Directories,  288,453 
Create,  288 
Full  (Volume),  292 
Look, 436 

Moving  Through,  289 
Discontinuing 
Footers,  327 
Headers,  324 


Disk 

Print  to,  389 

RAM,  451 

Work,  467 

Write  Protected,  291 
Diskette(s),  32 

Copy,  426 

Copy  on  Hard  Disk,  430 

Copy  on  One  Disk  Drive,  426 

Copy  on  Two  Disk  Drives,  426 

Formatting,  314 

Icon,  296 

Inserting,  33 
Display 

Common  Word  List,  435 

Fonts,  396 

Group  of  Files,  107 

Printers,  397 
Document(s) 

Assembly,  228 

Combine  Two,  68 

Exit,  131 

Look,  345 

Oriented,  8,312 

Retrieve,  48 

Save,  46 

Switch,  440 

WordPerfect  Look,  345 
Double 

Spacing,  61 

Word,  427 
Double  Word,  427 

Delete,  95 
Down 

Advance,  245 

Load  a  Font,  391 

Load  a  File,  391 
Drive(s),  32 

Hard  Disk,  33 


One,  33 
Two,  33 
Duplicate 

Pathname,  291 
Volume,  291 

E 

AE  End  of  Record,  185,361,365 
Edit 

Buffer  Size,  282 

File,  111 

Footnote,  140 
Edited  Version 

Save  As,  410 
Editing,  47,290 

Endnote,  306 

Footers,  323 

Footnote,  306 

Note,  306 
End  of  Field 

AR,  362,366 
End  of  Page 

Conditional,  267 
End  of  Record 

^E,  183,361,365 
Endnotes,  132,305 

Change  Numbering  Styles, 
141 

Create,  136,305 
Create  Page,  138 
Delete,  307 
Edit,  306 
New  Number,  307 
Print,  307 
Enter,  ii 

Envelopes,  354,355 

Equivalents 

Delete  Keyboard,  341 
Execute  Keyboard,  340 


Keyboard,  337 

Preassigned  Keyboard,  338 

Restoring  Preassigned 
Keyboard,  341 

Saving  Keyboard,  278,340 

User-Defined  Keyboard,  339 
Error  Messages,  291 
Esc  Key,  13 
Execute 

Keyboard  Equivalents,  340 

Macro,  152 

Merge,  194,363 

STARTMAC,  281 
Existing  Text 

Bold,  250 

Center,  258 

Flush  Right,  302 

Underline,  455 
Exit 

Document,  131 

Speller,  98 

WordPerfect,  26,442 
Extended  Tabs,  446 

F 

AF  Field  Number,  189,365 
Feature  Search,  293 
Features 

Advanced,  114 

Choosing,  9 

Cursor  Control,  272 

Deleting  With,  286 

Speller,  423 

WordPerfect,  9,429 
Field 

^R  End  of,  362,366 
Field  Number 

^F,  365 


Fields 

Moving  Between,  274 
File  Management,  293,299 

Options,  297 

Print,  387 

Retrieve,  406 

Screen,  295 
Filename,  454 
File(s) 

Create  Secondary,  184 

Delete,  65,285 

Display  Group,  107 

Down-Load,  391 

Edit,  111 

Invalid  Type,  291 
Locked,  291,344 
Locking,  344 

Management,  106,293,299 

Management  Options,  297 

Management  Print,  387 

Management  Retrieve,  406 

Management  Screen,  295 

^P  Primary,  219,366 

Primary,  189,360 

Print,  113 

Rename,  113 

Retrieve  Text,  406 

^S  Secondary,  366 

Secondary,  184,361 

Size,  21,300 

Text  Look,  345 

Unlocking,  344 

WordPerfect,  462 
Filing,  19,299 

Problems,  34 
Fill-in 

Forms,  316 
Flush  Right,  301 
Font(s),  303 

Display,  397 


Down-Load,  391 
Test,  304 
Footers,  322 

Change  Margins,  324 
Create,  322 
Discontinue,  324 
Edit,  323 

Page  Numbers,  325 
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